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PREFACE 

IN these pages will be found the result of the latest and best efforts of the authors to provide a 
te:^t-book on the theory and practice of bookkeeping. The Bookkeeping has been a phe- 
nomenally successful book. While it was designed primarily for use in the school from which it 
emanated, it at once secured popular favor and a wide introduction into other schools. 

The book has been changed and improved in minor parts from time to time as occasion seemed to 
demand, and it is presented to the public with confidence that it will be found thoroughly practical, 
replete with the best ideas of the day on the subject, and presented in a. logical and teachable manner. 

It is the design of this work that the student's mind shall be constantly directed to the matter in 
hand — that of learning practical bookkeeping — and not become confused by theories that can be of 
no possible use to him in pursuing the course of study, nor of the least value to him in after life. It 
has been the aim to avoid unnecessary theorizing, yet to give a competent reason for every step to 
be taken, in the belief that the pupil, if he have the ability to master the subject under any circum- 
stances, will be able to secure from the explanations and illustrations given, a thorough knowledge of 
the science of accounts. 

The claim made for this work to superiority over other publications of its character, is based, par- 
ticularly, upon the manner m which the transactions selected as a basis of the student's work have been 
graded, the fullness of explanation of every step to be taken, the placing of such explanations in 
immediate proximity to the transactions, the system of references to the illustrations adopted, the 
encouragement to progress in penmanship afforded by the engraved pages, the ability of the pupil to 
rely upon himself, and the material lessening of the labor of the teacher. 
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NEW INTRODUCTIVE BOOKKEEPING 



DOUBLE ENTRY BOOKKEEPING 

BOOKKEEPING^ is a record of business transactions. 'The object of such record is to enable the 
proprietor to determine, at any time, the true condition of the business. 
'The two methods of bookkeeping in use are termed ^Double Entry and Single Enti-y. The 
following explanations refer to Double Entry. Single Entry will be explained and illustrated later. 

'Doable Entry Bookkeeping in its original and simplest form makes use of three booksi 
called Day Book; Journal, and Ledger. 

'The Day Book, or Blotter as it is sometimes called, contains a statement of the business trans- 
action in detail. ' The record should be made as soon as the transaction takes place, ^to guard against 
errors which might be occasioned by a delay in making the entry. 

* The Journal contains the Debits and Credits, taken from the Day Book, and arranged in a form 

• 

convenient for transferring to the Ledger. ^® Deciding upon and arranging the debits and credits in 
the Journal is called Journalizing. ^ There are four forms in which journal entries may appear: 
(1) One debit and one credit, (2) Two or more debits and one credit, (3) Two or more credits and 
one debit, (4) Two or more debits and two or more credits. ^In every journal entry the sum of the 
debits and the sum of the credits must be equal. ^The Day Book and Journal may be combined, ^^by 
writing the particulars regarding the transaction in connection with the journal entry. 

^The Ledger contains the final results, ^ which are exhibited by collecting all debits and credits 
having the same name under one heading. ^Such a collection of debits and credits is called an 
Account. "The left side of an account is the IM)it, and ^the right side the Credit. ^Transferring 
the debits and credits from the Journal to the Ledger is called Posting. 

^ The terms Debit and Credit are abbreviated Dr. and Or. 

Other books than those described above are generally employed in double entry bookkeeping ; aSr 
Cash Book, Sales Book, Bill Book, Invoice Book, etc., and when used they modify or limit the scope of 
tbe Day Book and Journal. 

^ The books employed in double entry are classed as Prindpal and Auxiliary. 

" A Principal Book is one from which or to which entries are posted. ^ All others are Auxiliary 
books. 

* In double entry bookkeeping there are three kinds of accounts : accounts with Persons, accounts 
with Property, and accounts representing Allowances made to us, or made by us, from which we realize 
Gains or sustain Losses ; as. Interest, Discount, Exchange, Premium, Storage, Commission, Expenses, etc. 

Note. — It is not expected that the pupil wiU commit to memarffy at this time, the definitions and rules, as he will do 
this more easily and with a much better understandiDg of their application if he learn the roles as he has occasion to 
apply them in connection with the work to be performed. 

It is desirable, however, that the definitions, rules, illustrations, and the questions following them, be carefollj 
studied before entering upon the regular work of the sets, beginning on page 20. 

The debits and credits in any business transaction may be determined by the following 

General Bole : — Debit whatever costs value. Credit whatever produces valvA. 
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GENERAL RULES FOR JOURNALIZING 



^Pebsons abb Debited, 

• When they get into our debt ; and 

* When we get out of their debt. 

*Pbopbbty is Debited, 

Under an appropriate title, as Mdse,, Real Estate, 
Cash, etc., when it comes into our possession, 

* Allowances abe Debited, 

Under appropriate titles, as Interest, Exchange, 
Commission, etc., when made by us. 



'^FeBSONS ABE CbBDITBD, 

* When we get into their debt ; and 
^ When they get out of our debt, 

^''Pbopebty is Cbedited, 

Under its appropriate title, when it goes out of our 
possession. 

"Allowances abe Cbedited, 
Under their appropriate titles, when made to us. 



The three kinds of accounts mentioned above are divided into '^two general daises, **one class 
showing Gains and Losses, ^ and the other Resources and Liabilities. 



^ Losses 

An account eschibits a Loss, if that which it 
represents has cost us more than it has produced. 

^ Eesoubcbs 

An account exhibits a Resource, if it represents 
property on hand, or an amount owing to us. 



^ Gains 

An account exhibits a Gain, if that which it 
represents has produced us more than it has cost; 

® Liabilities 

An account exhibits a Liability, if it represents 
an amount owing by us. 



'^ The excess in an account showing either a Resource or a Loss will be on the debit side, and ^the 
excess in an account showing either a Liability or a Gain will be on the credit side. 

QUESTIONS 

^ When are persons debited ? ^ When credited ?' * When is property debited ? ^ When credited ? 
^ When are allowances debited ? *^ When credited ?' ® Into how many general classes are accounts 
divided ? ''"^ What does each show ? ^ When does an account show a Loss ? * When a Gaih ? ^ When 
a Resource ? ® When a Liability ? ^ Which side of accounts showing Resources and Losses is the larger ? 
*0f accounts showing Liabilities and Gains.?. 



SPECIAL RULES FOR JOURNALIZING 

The following additional rules, definitions, and explanations are g^ven to supplement and emphasize 
the foregoing general rules, as a further aid to the student in the work of journalizing. 

THE PROPRIETOR 

*^ The person engaging in business has an account opened under his own name, in which are to be 
entered the sum or sums by him invested and withdrawn, and, at stated periods, the net gain or net 
loss resulting from the prosecution of the business. ^ The title Stock is sometimes used instead of 
the proprietor's name. Explanations for a co-partnership will be given later. 



^ Debit the Pbopbietob, 

* For his liabilities assumed by the business; 
^ For amounts drawn from the business for his pri- 
vate use; and 

• For the net loss. 



RULE 

*^Cbedit the Pbopbietob, 

* For his investment at co7nmencing business; 
^ For subsequent investments; and 

* For the net gain. 



** The difference between the sides of the proprietor's account at commencing business is called the 
Net Investment, ^ The difference in the account at the close of business, after the net gain or net loss 
has been transferred to it, is called the Net Worth, or Present Worth. 



Br, 
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ILLUSTRATION 

Lorenzo H. Faiechild (Proprietor) 



Or. 



For a liability assumed and to be paid out 
of the business, 600.00 

For an amount drawn by him for his pri- 
vate use, 800.00 

1800 



For his ' investment at commencing busi- 
ness, — 5000.00 

For a subsequent investment, 1000.00 

For the net gain, 675.00 

6676 



Total credit to proprietor's account, as per footing, _ 1-- 6575.00 

« debit " " « " - 1300.00 

The difference is the proprietor's Present Wqrth, - - $5275.00 



QUESTIONS 



** For what is the proprietor credited? ^•For what is he debited? *What is the difference be- 
tween the sides of the proprietor's account at commencing business called ? * What is the difference 
called after the net gain or net loss has been entered in the account ? ^ What title is sometimes used 
instead of the proprietor's name ? 



PERSONAL ACXX)nNTS 

^If a person buys goods from us, to be paid for at a future time, he gets into our debt. ^At the 
time he pays for them he gets out of our debt. ^If we buy of a person in like manner we get into his 
debt. *® At the time we pay him we get out of his debt. Therefore, for personal accounts, we have the 



RULE 



" * Debit a person when he gets into our debt, 

also 
^ * Debit a person when we get out of his debt, in 
full or in part. 



^ " Credit a person when he gets out of our debt 
in full or in part, 
also 
** * Credit a person when we get into his debt 



^ When a person buys goods, without paying for them at the time of purchase, the transaction is 
said to be On Account. ** If the debit side of a personal account is larger than the credit, he owes us 
the difference, and this difference is **a Kesource. "If the credit side of a personal account is larger 
than the debit, we owe him the difference, and this difference is *'a Liability. 



Dr. 



ILLUSTRATIONS 



James W. Hardinq 



Or, 



SOLD HIM ON ACCOUNT 



10 bbls. Sugar, 90.00 

10 ch. Japan Tea, 150.00 

5 bags Coffee, 100.00 

840 



BRCBIYBD FBOM HIM ON ACCOUNT 



Cash, 150.00 

« 60.00 

200 



Total amount of goods sold him on account, as shown by the debit footing, 340.00 

Total amount of cash received from him on account, as shown by the credit footing, 200.00 

The difference shows what he still owes us (a Resource),. - 140.00 



8' 
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Dr. 



H. W. Wood & Co. 



Or. 



PAID THBII ON ACCOUNT 



Cash, .- 150.00 

" 100.00 

2 5 0< 



BOUGHT OP THBM ON ACCOUNT 



50 bbls. Flour, 250.00 

20 " Sugar, -— 150.00 

400 



Total amount of goods bought of them on account, as shown by the credit footing, _ 400.00 

Total amount of cash paid them on account, as shown by the debit footing, ___ 250.00 

The difference shows what we still owe them (a Liability), 150.00 



QUESTIONS 

«i a, * -^viien is a person to be debited ? '**' * When credited ? *^ If a person buys goods and does not 
pay for them at the time of purchase, what is said of the transaction? "When a person's account 
is debited more than it is credited, does he owe us, or do we owe him ? "Is the difference a resource 
or a liability ? "How is it when the credit side of a person's account is the larger ? *' Is the difference 
a liability or a resource ? 

CASH' 

* Under this title everything considered money is to be entered: as, "Specie, Bank Bills, Sight 
Drafts, Postal Orders, etc. 



RULE 



* Debit cash when it is received. 



I ^ Credit cash when it is paid out. 



®The difference between the sides of Cash account will show the cash on hand. ®Cash on hand 
is a Kesource. **The credit side of the Cash account cannot be greater than the debit side, because 
^ more cash cannot be paid out than has been received. 



Dr, 



ILLUSTRATION 



Cash 



Or. 



RECEIVED 



For 50 bbls. Flour, -.. 
" 20 " Pork, — 
" J. B. Jones' acct.. 



300.00 
200.00 
150.00 

650 



PAID OUT 



For Rent of Store, 
" 200 bbls. Salt, 



100.00 
300.00 

400 



Total amount of cash received, as shown by the debit footing, 

" " " paid out, " " " credit 

The difference shows the cash on hand (a Kesource), .. 



a 



650.00 
400.00 
250.00 



QUESTIONS 

^ What is to be entered in the Cash account ? * What is considered money ? When is Cash 
debited ? ^ When credited ? •^ What does the difference between the sides of the Cash account show ? 
® Is cash on hand a resource or a liability ? •* Which side of Cash account must be greater when there 
is any difference ? •* Why ? 
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^ MERCHANDISE 



*This tide is applied nsnallj to all goods the proprietor is dealing in as a business. 'If it is 
desired to show results in detail, separate accounts must be opened : as. Flour, Com, Wheats etC| instead 
of including all under the general heading, Merchandise. 

BTJLE 
• D^U Mdse. for the cost ofihe goods bought. \ • Credit Mdse. for the proceeds from goods sold. 

^ Since the debit side of Mdse. shows what the goods cost, and the credit side what they sell for, 
the difference must show the gain or loss — providing the goods have all been sold. "When a portien 
of the goods remains unsold, deduct their value from the debit side — or add it to the credit side — and 
the difference between the sides, after this has been done, will show the gain or loss. ^ If the credit 
side of the account is the larger, the difference is a gain ; ^ if the debit side is the larger, the difference 
is a loss. '^Property remaining unsold is called an Inventory. 



Dr. 



ILLUSTRATION 

Merchandisb 



Or. 



GOODS BOnOHT 



Wbbls. Plour, 250.00 

80 « Beef, 300.00 

20 « Pork, 160.00 

710 



OOOD8 BOLD 



60 bbls. Mour, 300.00 

20 « Pork, 200.00 

500 



Inventory, 30 bbls. Beef remaining unsold (a Resource), 300.00 

Total proceeds from sales, as shown by the credit footing,—. .... £00.00 

Total cost of goods, as shown by the debit footing, — •- 710.00 

Deducting value of goods remaining unsold (Inventoried at cost), 300.00 

Gives the cost of the goods sold, - 410.00 

This, deducted from the proceeds from sales, gives the gain, 90.00 

QUESTIONS 

* To what is the title Merchandise applied ? ^ Why are separate accounts sometimes opened with 
the different articles, instead of including them all under the general heading Merchandise? "For 
what is Mdse. debited ? ®For what credited ? '^ What does the difference between the .debit and credit 
sides show ? "^ When a portion of the goods remains unsold, what must be done to find the gain or loss ? 
''When the credit side of Mdse. is larger than the debit, does the difference show a gain or a loss? 
** What is property remaining unsold called ? 

BILLS RECEIVABLE 

^ Under this title are to be entered the written promises of other parties, payable at a fatore time^ 
wfaioh eome into our possession : as, Notes and Time Drafts. 



BULE 



Debit Bills Beceivable when received. 



I ^ Oredit BiUs Beceivable when disposed of. 



*• The difference between the sides of the account will show the Bills Receivable on hand. '•The 
amoimt of Bills Receivable on hand is a Resource. * The credit side of the Bills Receivable account can 
never be larger than the debit, because a greater amount cannot be disposed of than has been received. 
*^ Bills Receivable account is debited and credited with the face value of the bills; "the account will 
therefore balance when all have been disposed of. 
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ILLUSTRATION 



BiLU Beceiyablb 



Cr. 



RBCBIYSD 



Jno. Smith's note, - 600.00 

Boyd & Son's " -- 1000.00 

Draft on Jones & Co., 60 ds., 200.00 

1800 



DI8P06KD OF 



Smith's note paid at maturity, 600.00 

Boyd & Son's note discounted at Bank, 1000.00 



1600 



Total Bills Receivable received as shown by the debit footing of the account, 1800.00 

« " « disposed of " « credit " " « 1600.00 

The difference shows the Bills Receivable on hand (a Resource), 200.00 

QUESTIONS 

" What are included under the title Bills Receivable ? ^ When is Bills Receivable account debited ? 
" When credited ? * Why cannot the credit side of Bills Receivable account be larger than the debit ? 
^ What does the difference in Bills Receivable account show ? ^ Is the amount of Bills Receivable on 
hand a Resource or Liability ? ^ When will the account balance ? 

BILLS PAYABLE 

^ Under this title are to be entered our own written promises issued to other parties, payable at a 
future time : as, Notes and accepted Time Drafts. 



RULE 



^ Debit Bills PdyaUe when redeemed. 



^ Credit BiUs Payable when issued, that is, when 
given. 



* The difference between the sides of the account will show the amount of Bills Payable out- 
standing. ^The amount outstanding is a Liability. *The debit side of Bills Payable account cannot 
be larger than the credit, ® because a greater amount caunot be redeemed than has been issued. ^ Bills 
Payable account is credited and debited for the face value of the bills. *^ The account will therefore 
balance when all have been redeemed. 



Dr. 



ILLUSTRATION 

Bills Payable 



Or. 



RBDBBMBD 



Note favor of Potter paid, — 600.00 

Acceptance favor of Brown paid, 180.00 

680 



ISSUED 



Note favor of Geo. Potter, 500.00 

Accepted Draft favor of A. Brown, 180.00 

Note favor of E. P. Reed, --- 400.00 

1080 



Total Bills Payable issued as shown by the credit footing of the account, 1080.00 

Total Bills Payable redeemed " <* debit « « « 680.00 > 

The difference shows the Bills Payable outstanding (a Liability), 400.00 



QUESTIONS 



" What are included under the title Bills Payable ? • When is Bills Payable account credited ? 
** When debited ? " ® Why cannot the debit side of Bills Payable account be larger than the credit ? 
* What does the difference in Bills Payable account show ? * Is the amount outstanding a Liability or 
a Resource ? •* When will Bills Payable account balance ? 
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EXPENSE 



C 



" Under this title are to be entered all amounts expended for carrying on the business : as, Bent, 
OfQee Books and OfQce Furniture, Clerks' Salaries, etc. ^ If it is desired to show results in detail, 
separate accounts must be kept with Salaries, Bent, Office Furniture, etc., instead of including them all 
under the general heading Expense. 

RULE 



^ Dehii Expense with any ouday for carrying on the 
business. 

^Expense acoount generally shows a loss. 



* Credit Expense mth returns on anything pre- 
vioudy debited to Eoi^pense. 



ILLUSTRATION 

Dr. Expense Or. 



EZPBKDITUBES 



For Rent, 100.00 

« Office Desk,— — - 50.00 

« « Books, i 10.00 

160 



BBTCTBlfS 



From Office Desk sold, 40.00 



Total expenditures as shown by the debit footing of the account^ 160.00 

" returns " " credit « " " 40.00 

The difference shows the loss, 120.00 

QUESTIONS 

^What is to be entered under the title Expense? *What must be done if it is desired to exhibit re- 
sults in detail ? •*For what is Expense debited ? *For what credited ? * What does Expense account 
generally show ? 

INTEREST AND DISCOUNT 

^Interest is the compensation allowed for the use of money. ^Discount is the allowance made for 
the payment of a debt before it is due. v 

RULE 

* Debit Interest and Discount when allowed to others. \ ^ Credit Interest and Discount when allowed to us. 

^*" When the debit side of the account is the larger, the difference is a Loss. ***When the credit side 
is the larger, the difference is a Gain. ^*^The above rule will apply also to Exchange, Premium, Collec- 
tion, Storage, Commission, etc. 

ILLUSTRATION 

Dr. Interest and Discount Cr. 



ALLOWED TO OTHSB8 



Discount on Boyd & Son's Note, 10.00 

Interest on Potter's " 6.00 

16 



ALLOWED TO US 



Interest on Smith's Note, 12.00 



Total allowed to others, as shown by the debit footing, 15.00 

« « " us " « credit « 12.00 

The difference shows the loss, 3.00 

QUESTIONS 

•'What is Interest? *What is Discount? *When are Interest and Discount debited? *^When 

credited? ^^ When the debit side of the account is the. greater, is the difference a loss or a gain ? ^^To 
what other accounts will the above rule apply ? 
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EXAMPLES IN JOURNALIZING 

Note.— The following twenty-seven examples, representing a series of business transactions, are designed to illustrate 
the application of the principles embodied in the foregoing General and Special Rules, and to serve as references to aid the 
student in the work of journalizing. These examples are not to be written up, but should be carefully studied by the stu- 
dent in the following manner : First read the Day Book Record for the business transaction ; next see what Journal Entry 
is made for it ; next consult the rules and principles governing the journal entry, as per reference figures under each 
example ; next trace the posting of the journal entry to the proper Ledger accounts as indicated by the reference figures. 
Explanations are given under a few, and reference figures under all of the examples, to indicate how this work is to be 
performed. 

By carefully observing the foregoing instructions, the pupil will easily and quickly master the principles of debit and 
credit, and the results to be secured through their application will be made clear to him. 



EXAMPLE No. I 



DAT BOOK RECORD 



ITKMS 



TOTA I, 



JOURNAL ENTRY FOR SAME 

DR. 



OR. 



J. T. Smith commenced 
business this day, and 
invested Cash, 



5000 



Cash, 



J. T. Smith, 



5000 



5000 



By applying the principles and rules given on the preceding pages, to the business transaction shown 
in the above Day Book record, we find that there is involved in it a debit, Cash, and a credit, J. T. Smith. 

Cash is Dr. because it comes into the business ; it is received (60, page 8). 

J. T. Smith is Cr. because he is the proprietor of the business and should be credited for his invest- 
ment {44} P^9^ ^)« 

After the debit and credit have been decided upon they are entered in the Journal as shown above, 
the debit being placed in the left-hand column and the credit in the right-hand column. Deciding upon 
and entering the debits and credits in the Journal is called journalizing (10, page S). 

In due time the debit and credit contained in the above journal entry will be transferred to the 
Ledger, the debit amount being entered on the left or Dr. side of the Cash account (see Cash ojccoutU, page 17)y 
and the credit amount on the right or Cr. side of J. T. Smith's account (see SmitKs account^ page 17). 
Transferring the debits and credits from the Journal to the Ledger is called posting (20^ page S). 



EXAMPLE No. 2 



DAY BOOK RECORD 



JOURNAL EXTRY FOR SAME 



Bought of J. E. Morse, 

for Cash, 
200 bbls. Flour, at 6.00, 



1200 



Mdse., 



Cash, 



1200 



1200 



We find that the above transaction contains a debit, Merchandise, and a credit, Cash. 

Ques, Why is Mdse. Dr. ? Aiis, Because it is bought and costs value. 

Ques. Why is Cash Cr. ? Ans. Because it is paid out and produces value. 

Qaes, How will the above journal entry be posted ? Arts. On the Dr. side of Merchandise (see Mdse. 
account, page 18), and on the Cr. side of Cash (see Cash accotint, page 17), 

Ques. "What is shown by the debit side of the Mdse. account in the Ledger ? Ans. The cost of the 
Mdse. bought (see footing of Dr. side of Mdse. account, page 18). 

Ques. What is shown by the credit side of Cash account in Ledger ? Ans. The amount of Cash paid 
out (see footing of Cr. side of Cash account, page 17). 



DAY BOOK RECORD 



Sold Geo. Andrews, for 

Cash, 
50 bbls. Flour, at 6.75, 



EXAMPLE No. 3 



JOURNAL ENTRY FOR SAME 



337 



50 



Cash, 



Mdse., 



337 



50 



337 



50 



Ques. In above transaction, why is Cash Dr. ? Ans. Because it is received and costs value. 
Ques. Why is Mdse. Cr. ? Ans. Because it is sold and produces value. 
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Quea. How will the above journal entiy be posted? Ana. On the Dr. side of Gash (see Cash 
account, page IT), and on Gr. side of Mdse. (see Mdae. account, page 18). 

Qu^. What is shown by the debit side of Gash account in the Ledger? Ans. The amount of 
Gash received (eee footing of Dr. side of Cash account, page 17). 

Ques. What is shown by the credit side of Merchandise account in the Ledger? Ans. The amount 
produced from sales of merchandise (see footing of Or. side of Mdse. account, page 18). 

Rbmark. — The student will observe that amounts which appear in the left-hand or Dr. column in the Journal are 
invariably posted to the left or Dr. side of the Ledger, under the title standing opposite the amount in the Journal ; and 
those amounts in the right-hand or Cr. column in the Journal are posted to the right or Cr. side of the Ledger, under 
the title standing opposite the amount. 



EXAMPLE No. 4 



DAT BOOK BECOBD 



JOXTRNAL ENTRY FOB 8AMB 



Bought of E. N. French, 

on account, 
100 bbls. Beef, at 14.50, 



1450 



Mdse., 



E. N. French, 



1460 



1460 



Mdse. For journalizing principle, see 68, page 9. For Ledger account, see page 18. 

E. N. French. For journalizing principle, see 62 b, page 7. For Ledger account, see page 18. 

Remark. — Under the remaining examples only reference figures will be given to the principles involved, and to the 
Ledger illustrations. It is expected that the student will, in the study of each example, follow out the plan of questlODS 
and answers outlined under examples No. 2 and No. 8. 



EXAMPLE No. 5 



DAY BOOK BECOBD 



O 



JOUBNAL ENTBY FOB SAME 



Sold Eeed & Mills, on 

account, 

50 bbls. Flour, at 7.00, 

60 " Beef, 16.00, 



360 
800 



1160 



Eeed & Mills, 
Mdse., 



1150 



1160 



Eeed & Mills. For journalizing principle, see 61 a, page 7. For Ledger account, see page 18. Mer» 
chandise. For Journalizing principle, see 69, page 9. For Ledger a/xmknJt, seepage 18. 



EXAMPLE No. 6 



DAY BOOK BECOBD 



JOUBNAL BNTBY FOB SAME 



Paid rent of store in Cash, 



50 



Expense, 

Gash, 



60 



50 



Expense. For journalizing principle, see 94, pctge 11; Ledger account, page 18. CBsh, prindple dip 
page 8; Ledger account, page 17. 



EXAMPLE No. 7 



DAY BOOK BECOBD 



JOTTBKAL ENTBY FOB SAME 



Paid E. N. French, cash 
to apply on account. 



to apply on account, 450 I 

E. N. French, principle 61 b, page 7; Ledger account, page 
unJt, page 17. 



E. N. French, 
Cash, 



460 



460 



account, page 1 



Ledger 



DAY BOOK BECOBD 



EXAMPLE No. 8 



JOUBNAL ENTBY FOB SAME 



Received cash of Reed 
& Mills, to apply on 
account. 



200 



Cash, 



Reed & Mills, 



200 



200 



Gash, principle 60^ page 8; Ledger account, page 17. Reed & Mills, principle 62 a, page 7; Ledger 
account, page 18. 
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EXAMPLE No. 9 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Bought of E. D. Harris, 
100 bbls. Pork, at 12.00, 

Gave my note at 10 days 
in payment, 



1200 



Mdse., 



Bills Payable, 



1200 



1200 



Mdse., principle 68, page 9; Ledger account, page 18. Bills Payable, principle 85, page 10; Ledger 
account, page 18. 



EXAMPLE No. 10 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Received of Reed & Mills, 
their note at 10 days, 
to apply on account, 



600 



Bills Receivable, 

Reed & Mills, 



600 



600 



Bills Receivable, principle 76, page 9; Ledger account, page 18. Reed & Mills, principle 62 a, 
page 7; Ledger account, page 18. 



EXAMPLE No. II 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Gave E. N. French my 
note at 10 days, with 
interest, to apply on 
account, 



500 



E. N. French, 



Bills Payable, 



500 



500 



E. N. French, principle 61 h, page 7; Ledger account, page 18 > Bills Payable, /winc/p^e 85, page 10; 
Ledger account, page 18. 



EXAMPLE No. 12 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Sold Chas. Hamlin, 
50 bbls. Flour, at 7.00, 
50 " Pork, 14.00, 

Rec'd payment by his 
note at 10 days, with 
interest. 



350 

700 



1050 



Bills Receivable, 
Mdse., 



1050 



1050 



Bills Receivable, jwincipfe 76, page 9; Ledger account, page 18. Mdse., principle 69, page 9; Ledger 
account, page 18. 



EXAMPLE No. 13 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Sold F. E. Clark, 

25 bbls. Beef, at 16.00 
Rec*d in payment, Cash, 
Balance on account. 



150 
250 



400 



o > 

a o 



Cash, 

F. E. Clark, 

Mdse., 



150 
250 



ccount, 'Z50 i '^ Mdse., 400 

K pfl^e 8; Ledger account, page 17. F. E. Clark, principle 51a, page 7; Ledger 
\e., principle 69, page 9; Ledger account, page 18. 

Note. — The above form is equivalent to making Clark Dr. 400 and Mdse. Or. 400 in one entry, and then making a 
second entry, Cash Dr. 160, Clark Cr. 150 ; and if it were desired to show the yolume of Clarl^^s purchases in his Ledger 
account, the two entries would be necessary. For the present purposes of illustration of the principles of debit and credjt. 
however, in which the Cash Book is not introduced, the Journal form given above is preferred. 



Cash, principle 60, page o ; 
account, page 18. Mdse., principl 
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EXAMPLE No. 14 



DAY BOOK BEOOBD 



J.OUSKAL EKTBY FOB SAME 



Bought of Milo Sage, 

300 bbls. Flour, at 6.50, 
Paid him Gash, 
Balance on account. 



950 
1000 



1950 



loo 
Ox 



Mdse., 



Cash, 
M. Sage, 



1950 



950 
1000 



Mdse., jpnncipte 68 j page 9; Ledger account, page 18. Cash, 2>nncipte 61, page 8; Ledger account, 
page 17. M. Sage, principle 62 6, page 7 ; Ledger account, page 19. 



EXAMPLE No. 15 



DAY BOOK BEGOBD 



JOUBNAL ENTBY FOB SAME 



Bought of W. E. Holt, 
200 bbls. Beef, at 13.00, 

Paid him Cash, 

My note at 15 days for 
balance, 



600 
2000 



2600 



Mdse., 



Cash, 

Bills Payable, 



2600 



600 
2000 



lAdiSQ., principle 68, page 9; Ledger account, page 18. G^&h, principle 61, page 8; Ledger account, 
page 17. Bills Payable, principle 86, page 10; Ledger .account, page 18. 



EXAMPLE No. 16 



DAY BOOK BBCOBD 



JOUBNAL ENTBY FOB SAME 



Bought Safe for Office, 
and paid for same in 
Cash, 



200 



Expense, 

Cash, 



200 



200 



Expense, principle 94, page 11; Ledger account, page 18. Cash, principle 61, page 8; Ledger 

account, page 17. 

EXAMPLE No. 17 
DAY BOOK BECOBD JOUBNAL ENTBY FOB SAME 



Sold A. D. Larkin, 

50 bbls. Flour, at 7.50, 

25 " Beef, 16.00, 

Rec'd in payment, Cash, 

His note at 60 days for 

balance, 



375 

400 
275 

500 



•775 






Cash, 

Bills Beceivable, 

Mdse., 



275 
500 



775 



Cash, principle 60, page 8; Ledger account, page 17. Bills Receivable, principle 76, page 9; Ledger 
account, page 18. Mdse., principle 69, page 9; Ledger account, page 18. . 



EXAMPLE No. 18 



DAY BOOK BECOBD 



JOUBNAL ENTBY FOB SAME 



J. T. Smith drew cash 
from the business for 
private use. 



350 



J. T. Smith, 
Cash, 



350 



350 



J. T. Smith, principle 43, page 6; Ledger account, page 17. Cash, principle 61, page 8; Ledger 
account, page 17. 

EXAMPLE No. 19 



• DAY BOOK BECOBD 



JOUBNAL ENTBY FOB SAME 



Paid my note of the 10th 
inst., in favor of E. D. 
Harris, in Cash, 



1200 



I 

Bills Payable, priyiciple 84, page 10; Ledger account, page 
account, page 17, 



Bills Payable, 
Cash, 



1200 



1200 



18. 



Cash, principle 61, page 8; Ledger 
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EXAMPLE No. 20 



DAT BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Kec'd cash of Eeed & 
Mills, for their note of 
11th inst., due to-day, 



600 



Cash, 



Bills Receivable, 



600 



600 



Cash, principle 60, page 8; Ledger account, page 17. Bills Eeceivable, principle 77, page 9; Ledger 
account, page 18. 



EXAMPLE No. 21 



DAT BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Paid my not« of 11th inst., 
in favor of French, due 
to-day, with interest, in 
Cash, 

Face of note, 

Interest 10 days, 



600 



83 



500 



83 



Bills Payable, 
Interest, 

Cash, 



500 



83 



500 



83 



Bills Payable, principle,84y page 10; Ledger account, page 18. Interest, principle y9, page 11; Ledger 
account, page 19. Cash, principle 61, page 8; Ledghr account, page 17. 



EXAMPLE No. 22 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Rec'd cash of Chas. Ham- 
lin, for his note of 12th 
inst., due to-day, with 
interest, 

Face of note, 

Interest 10 days, 



1050 
1 



75 



1051 



75 



Cash, 



Bills Receivable, 
Interest, 



1051 



75 



1050 
t 



76 



Cash, pnnciple 60, page 8; Ledger account, page 17. Bills Receivable, principle 77, page 9; Ledger 
account, page 18. Interest, principle 100, page 11; Ledger account, page 19. 



EXAMPLE No. 23 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Paid M. Sage, to apply 
on account. Cash, 

My note at 30 days, with 
interest. 



250 
500 



760 



M. Sage, 



Cash, 

Bills Payable, 



750 



250 
500 



M. Sage, principle 51 b, page 7; ledger account, page 19. Cash, principle 61, page 8; Ledger account, 
page 17. Bills Payable, principle 86, page 10; Ledger account, page 18. 



EXAMPLE No. 24 



DAY BOOK RECORD 



JOURNAL ENTRY FOR SAME 



Rec'd of F. E. Clark, to 

balance account, 
Cash, 
His note at 2 months for 



100 
150 



250 



Cash, 

Bills Receivable, 

F. E. Clark, 



loo; 

150: 



250 



Cash, principle 60, page 8 ; Ledger account, page 17. Bills Receivable, principle 76, page 9; Ledger 
account, page 18. F. E. Clark, principle 52 a, page 7 ; Ijcdger account, page 18. 



^ 
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EXAMPLE. No. 25 



DAY BOOK RECORD 



JOURNAL ENTRT FOR SAME 



Prepaid my note of 15th 
iust., in favor of W. K 
Holt, 
Discount off, 5 days 
Paid balance in Cash, 



1 
1998 



67 
33 



2000 



Bills Payable, ' 

Discount, 
Cash, 



2000 



1 

1998 



67 
33 



Bills Payable, principle 84^ page 10; Ledger accounty page 18, Discount, priru^iple 100, page 11; 
Ledger account, page 19. Cash, principle 61, page 8; Ledger account, page 17, 



EXAMPLE No. 26 



DAT BOOK RECORD 



JOURNAL ENTRT FOR SAME 



A. D. Larkin prepaid his 

note of 17th inst.. 
Discount off, 51 days 
Rec'd balance in Cash, 



4 
495 



26 
75 



500 



Discount, 
Cash, 



Bills Receivable, 



4 
495 



25 

75 



600 



Discount, principle 99, page 11; Ledger account, page 19, Cash, principle 60, page 8; Ledger accoiint, 
page 17. Bills Receivable, ^mc(p/e 77, page 9; Ledger account, page 18. 



EXAMPLE No. 27 



DAT BOOK RECORD 



JOURNAL ENTRT FOR SAME 



Paid Clerks' Salaries to 
date, in Cash, 



100 



Expense, 

Cash, 



100 



100 



Expense, principle 94, pa^e 11; Ledger a/ccount, page 18. 
page 17. 



Cash, principle 61, page 8; Ledger account^ 



LEDGER 



Dr. 








J. 


T. 1 


SMITH 










Ch 


■ 


Ex. No. 


18 






350 




Ex. No. 


1 


Total credit, 
" debit. 

Net credit. 


5000 
350 

4650 




5000 





Dr. 










CASH 








Or. 


Ex. No. 


1 
3 
8 
13 
17 
20 
22 
24 


• 




5000 
337 
200 
160 
275 
600 

1051 
100 


50 
75 


Ex. No. 


2 
6 
7 
14 
16 
16 
18 
19 






1200 
50 
450 
950 
600 
200 
350 

1200 






26 


Cash rec'd, 8210 
" paid out, 7849.16 




495 

8210 


75 




21 
23 

25 

27 






500 

250 

1998 

100 

7849 


83 
33 






Bal. on hand, 360.84 














i< 
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Dr. 








MERCHANDISE 








Of 


• 

• 


Ex. No. 


2 
4 
9 






1200 
1450 
1200 


1 Ex, No. 


3 

6 

12 






337 
1150 
1050 


50 




14 






1950 






13 






400 






15 






2600 






17 


Proceeds from 




775 








Inventorjt 

800 bbls. Flour, 1800 

200 '< Beef, 2900 

60 " Pork, 600 

(Resoaice), 6800 




8400 




• 




sales, 8712.60 

Total cost, 8400 

Less inven- 
tory, 5800, 8100. 




3712 


so 




Gain, 612.50 





Dr. 



E. N. FRENCH 



Cr. 



Ex. No. 



Dr. 



7 
11 



450 
500 

960 






Ex. No. 






We got into his 

debt, 1450 

We got out of his 

debt, 960 



We still owe him, 500 
(LiabUity). 



REED 8t MILLS 



1450 



Or. 



Ex. Nc. 



Dr, 



They got into our 
debt, 1160 

They got out of 
our debt, 800 

They sti^I owe us, 860 
(Resource). 



1150 



Ex. No. 



8 
10 



EXPENSE 



200 
600 

800 



Cr. 



Ex. No. 



Dr. 



6 
16 
27 



Total outlay, 860 

Less safe on hand. 
Inventory, (Re- 
source), 200 



Loss, 



150 



50 
200 
100 

860 



BILLS PAYABLE 



Cr 



Ex. No. 



Dr. 



19 
21 
25 





1200 




Ex. No. 


9 




600 






11 




2000 






15 




8700 






23 



Issued, 
Redeemed, 

Outstanding, 
(Liability). 



4200 
3700 

600 



BILLS RECEIVABLE 



1200 
500 

2000 
500 

4200 



Cr. 



Ex. No. 



Dr. 



10 
12 
17 
24 



Received, 
Disposed of. 



2800 
2160 



On hand (Resource), 150 



600 

1050 

500 

150 

2800 



Ex. No. 



20 
22 
26 



F. E. CLARK 



600 

1050 

500 

2160 



Cr. 



Ex. No. 




250 



Ex. No. 



24 



250 
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Dr. 



MILD SAQE 



Cr. 



Ex. No. 



23 



750 



Ex. No. 



14 



We got into his debt, 1000 
We got out of his 
debt, 750 

We still owe him, 250 
(Liability). 



1000 



Dr. 



INTEREST 



Cr. 



Ex. No. 



21 



83 Ex. No. 






22 



Allowed to us, 
Allowed to others. 

Gain, 



L/o 

.83 

.92 



76 



Dr. 



DISCOUNT 



Cr. 



Ex. No. 



26 



Allowed to others, 
Allowed to us, 

Loss, 



4.25 
1.67 

2.58 



26 



Ex. No. 



26 



67 



The following is a statement of the Losses, Gains, Eesources, and Liabilities exhibited by the 
accounts of the foregoing Ledger, and shows the Proprietor's Net Gain and Present Worth. 



STATEMENT 



Losses 

Expense {see (zccount, page 18), 

Discount (jsee account above), ... 



150 00 
2 58 

1«S 68 



Gains 

Merchandise (see accounty page IS), 
Interest (see account above), 



612 50 
92 

018 42 



Total Gains, 613 42 

" Losses, 152 58 

Net Gain, •- 460 84 



Besoubces 

Gash (see account^ page IT), 

Mdse., Inventory (see accounty page 18), 

Beed & Mills (see account, page 18), 

Expense, Inventory (see account, page 18), 
Bills Beceivable (see account, page 18), 



360 84 
6300 00 
350 00 
200 00 
160 00 

6880 84 



Liabilities 

E. N. French (see account, page 18), 600 00 

Bills Payable (see account, page 18), 500 00 

M. Sage (see account above), 250 00 



1250 



Proprietor's Present Worth 

J. T. Smith's credit (see acct., page 17), 6000 00 

" « debit ( " ** « " ), 350 00 

« « net credit, 4650 00 

« « net gain, 460 84 

^ " present worth, 5110 84 



Proof op Proprietor's Present Worth 

Total Besources, - jl— 6360 84 

« Liabilities, 1250 00 

Net Besources, or J. T. Smith's Present 

Worth, 6110 84 



Note to the Student. — Having completed the study of the foregoing pages, in accordance with the directions given 
you, before commencing the work of the month of January following, you will report to the teacher, who will ask you 
such questions, and give you such instructions and suggestions, upon the principles embodied in the preceding pages, as 
he may consider desirable. 
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DIRECTIONS FOR JOURNALIZING 

Having completed the work of copying the foregoing transactions into your Day Book, you may now 
journalize them. As explained in 9 and 10, on page 5, journalizing is deciding upon the debits and 
credits of the business transactions recorded in the Day Book, and arranging them in the Journal in 
a form convenient for transferring (posting) to the Ledger. In journalizing, therefore, you will need 
your Day Book and Journal before you. 

The examples commencing on page 12 are designed to assist you in the work of journalizing. To 
illustrate : Read the transaction January 1 in your Day Book ; then turn to page 12 and compare it 
with the Day Book Record of Example No. 1. As you will see, they read substantially alike, and pre- 
cisely the same principles are involved in each. If, therefore, Example No. 1 be journalized 

^^^j rp Q 'fh C '5000 (^^^ j^^^^^^ ^^^ f^^ Example No, 1, page 12), it follows that the first 

transaction in your Day Book should be journalized . '«, ,' 



Student, Cr. 



4000 



Turn to your Journal, therefore, and make the journal entry as shown in the illustration below, 
omitting for the present the figures in the column at the left. Their use will be explained later. You 
will observe that the debits are entered on the left side and the credits on the right side of the dividing 
line. The abbreviations Dr. and Cr. are omitted from the Journal. After you have made the entry in 
your Journal, turn at once to your Day Book, and, in the column at the left, check the transaction thus, ^ 
as shown in the illustration on page 20, to prevent omissions. This completes the work of journalizing 
the first transaction, January 1. The entry will not be posted until later, when full instructions will be 
given. Next proceed to journalize the transaction January 2. 

By reference to page 20, you will see that the small reference figures at the left of this transaction 
indicate that you are to consult Example No. 2, on page 12, for assistance in making the journal entry. 
Again, the reference figures for transaction of January 3, page 20, refer you to Example No. 3, page 12, 
for transaction of January 4, to Example No. 2, and so on. 

Y^j referring in this manner to an example containing the same conditions as the transaction you are 
journalizing, you can readily determine the proper debits and credits for all the transactions in January. 
In consulting these examples for assistance in making the journal entries, you are at the same time to 
repeat the rules governing the entry, that you may, as soon as possible, become thoroughly familiar with 
the principles of debit and credit. 

It is desirable that you should, as soon as possible, proceed with the journalizing independent of the 
examples. Therefore, after making a few entries, do not refer to the examples unless it is absolutely 
necessary to do so, but journalize the transactions by applying the principles and rules for journalizing, 
as given on pages 6 to 11. 

After journalizing all the transactions for January, pi^sent your Journal to the teacher for approval. 
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DIRECTIONS FOR POSTING 

After you have journalized all the transactions for January, and your Journal has been approved 
by the teacher, your next work will be to post. Posting, as explained in 15 to 20, on page 5, is 
transferring the debits and credits from the Journal to the Ledger, placing those of the same name 
under one heading, for the purpose of exhibiting the final results of the business. The simple process 
of posting is not difficult ; it is purely mechanical, but it requires constant watchfulness and care to 
perform the work without making errors. 

A few Ledger accounts are shown on page 25, to give you an idea of the form for opening 
accounts in your Ledger ; and you will find eocplicit instructions for posting given below, under " Guide 
for posting the Journal entries for January." 

You are to follow those instructions to the very letter, performing the work step by step as 
directed. To illustrate : In the instructions for posting the first Journal entry (Jan. i), you are 
directed to "write your name at the top of page 1 in your Ledger." Before reading the 
instructions further, you should turn to your Ledger and perform the work exactly as directed ; then 
turn again to the instructions and see what the next step is, and take that, and so on until you have 
posted the entire entry. 

Then take the instructions for the second entry in your Journal, and proceed in the same manner 
as with the first entry, performing the work precisely as indicated. 

After you have posted a few of the journal entries by the aid of the instructions, lay aside your 
text-book and proceed without it if possible. 

You may now place your Journal and Ledger before you, and commence posting in accordance 
with the following : 

GUIDE FOR POSTING THE JOURNAL ENTRIES FOR JANUARY 

JANUARY I. (See this entry in your Journal) 

First, write your name at the top of page 1 in your Ledger, on the upper line, in a bold, plain 
hand. (See form of Ledger on page ^5.) Next, on the Cr. side of the heavy line in the center — that 
is, the right-hand 'side — enter, in the date column, the date, Jan, 1, (The explanation column being 
little used in business it will be left entirely blank for the present.) Next, in the journal page column, 
enter the page of your Journal, 1. Next, in the amount column, enter the amount, J^OOO. Next turn 
to your Journal and enter the page of the Ledger, i, in the column at the left of the student's name as a 
check to indicate that the item has been posted. (See Journal form on page 22,) Before reading any 
further^ perform the above work precisely as instructed. Next write Ca^h, in a bold, plain hand, at 
the top of page 2 in your Ledger. Next, on the Dr. sid.e of the heavy line in the center — that is, on 
the left-hand side — enter in the date column, the date, Jan, 1, Next, in the Journal page column, 
enter the page of your Journal, 1, Next, in the amount column, enter the amount, 4000, Next turn 
to your Journal and enter the page of the Ledger, 2, in the column at the left of Cash, to indicate that 
this item has been posted. This completes the posting of the entry. Next proceed to post the entry of 

JANUARY 2. (See this entry in your Journal) 

Open an account with Merchandise at the top of page S in your Ledger ; then, on the Dr. 
side — that is, the left-hand side — enter in the date column, the date, Jan. 2 ; next, enter the Journal 
page, 1 ; next, enter the amount, SOO ; next, turn to the Journal and enter the Ledger page, Sy in the 
column at the left of Mdse. as a check to show that it has been posted. 

Next turn to Cash account on page 2 in the Ledger, and enter, on the Cr. side — right-hand side — 
the date, Jan, 2 ; next, enter the Journal page, 1 ; next, enter the amount, 600 ; next^ turn to the 
Journal and enter the Ledger page, 2, at the left of Cash as a check. 

JANUARY 3. (See the Journal entry) 

Turn to Cash account on page 2 in your Ledger, and enter, on the Dr. side — left-hand side — of 
the account, the date, 5, placing ditto marks under the month, Jan., to save repetition; next, enter 
the journal page, 1 ; next, enter the amount, 800 ; next, turn to your Journal and check as before 
by entering the Ledger page, 2, at the left of Cash. Next, turn to Merchandise account on page 3, 
and enter, on the Cr. side, the date, Jan, 3 ; next, the journal page, 1 ; next, the amount, 300 ; next, 
turn to your Journal and check Merchandise by entering the Ledger page, 3. 
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JANUARY 4. (See this entry in your Journal) 

Turn to Merchandise account, on page 3 in your Ledger, and enter, on the Dr. side, the date, 4, 
the journal page, 1 ; the amount, 2100 ; then check in Journal as before instructed. Next, on Cr. side 
of Gash account, enter the date, 4 ; the journal page, 1 ; the amount, 2100 ; then check in Journal. 

JANUARY 5. (See the Journal entry) 

On Dr. side of Cash account enter the date, 5 ; the journal page, 1 ; the amount, 866.25 ; check in 
Journal. On Cr. side of Merchandise, enter the date, 6 ; the journal page, 1 ; the amount, 856.26 ; 
check in Journal. 

JANUARY 6. (See the Journal entry) 

Open an account with Expense at the top of page 4. Enter, on the Dr. side, the date, Jan. 6 ; 
next, the journal page, 1 ; next, the amount, 60 ; next, check in the Journal. Next, turn to Cfish 
account, on page 2, and enter, on the Cr. side, the date, 6 ; the journal page, 1 ; the amount, 60 ; then 
check in the Journal. 

JANUARY 8. (See the Journal entry) 

On Dr. side of Merchandise account enter the date, 8 ; journal page, 1 ; the amount, 600 ; then 
check in Journal. Next, open an account with J. D. Morgan, on page 4, twenty lines below Expense 
account, and enter, on the Cr. side, on the second line below the title, the date, Jan. 8 ; jou**nal page, 
1 ; amount, 500 ; then check in Journal. 

JANUARY 10 

Open au account with A. 0. Steele, on page 4, ten lines below J. D. Morgan's account, and enter, 
on the Dr. side, two lines below the title, the date, Jan. 10; the journal page, i; the amount, ^^^; 
then check in Journal. Next, turn to Merchandise account and enter, on the Cr. side, the date, 
journal page, and amount ; then check in Journal. 

JANUARY 12 

On Dr. side of Merchandise account enter the date, journal page, amount, and check in Journal. 
Next, open an account with D. Hammond at top of page 5. Enter, on Cr. side, the date, journal 
page, amount, and check in the Journal. 

JANUARY 15 

Open an account with James T. Wood, on page 5, ten lines below D. Hammond's account, 
and enter, on the Dr. side, two lines below the title, the date, journal page, and amount ; then check in 
Journal. Next turn to Merchandise account and post, on Cr. side, as heretofore instructed, remem- 
bering to check in the Journal. 

JANUARY 16 

Post on Dr. side of Cash account, and Cr. side of Merchandise account. Be careful to check in 
the Journal after each posting. 

Note. — You sboald now be able to proceed witb the posting without further assistance. In case, however, you 
are unable to do so, for additional practice apply to the teacher for a separate sheet of ledger paper, and post the same 
entries again. 

^^ You will observe that, in every journal entry, an equal amount is posted to both sides of the Ledger, thus keeping 
it constantly in balance. This is the principle upon which Double Entry bookkeeping is based and from which it takes 
its name. 
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TRIAL BALANCE 

^^ A Trial Balance is a test to ascertain whether the debit and credit sides of the Ledger are equal. 
** The Trial Balance does not prove the work to be absolutely correct, *^ as errors may be made which 
will not affect the equality of the Ledger, "°*such as posting to the wrong account, errors in journalizing, 
erroneous computations, etc. 

^" If the footings of the Trial Balance are equal, however, it is generally accepted as proof that the 
work upon the Ledger is correct, ^*° although the careful bookkeeper, in addition to such proof, will 
usually go over his computations and posting the second time. 

You may now proceed to take a Trial Balance for January. 

INSTRUCTIONS FOR TAKING JANUARY TRIAL BALANCE 

Commencing with the first account in your Ledger, which is Student's, "* write your name on the first 
line of the trial balance sheet, preceding it, in the column marked L. F. (Ledger Folio), with the page of 
the Ledger on which the account appears ; then place the Cr. footing, JffiOO^ in the right-hand column, as 
illustrated in the trial balance given below. 

You will then turn to the next account in your Ledger — Cash. Add both sides of the account, 
*^ placing the footings in miall lead-pencil Jig ures, ^^^ close up to the line on which the last item is posted, 
as illustrated in the Cash account below. 

Note. — Use a sharp-pointed lead pencil for all work of this kind, as the figures can be made much smaller and more 

legible than with a dull-pointed pencil. 

CASH 
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Jan. 
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4000 




Jan. 
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500 
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400 






30 
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200 




29 
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671S 


75 








8785 


60 



The above illustration shows how the Cash account will appear in the Ledger after it has been footed 
for the trial balance. "*Do not draw lines under the columns to be added, as the peculiar position of the 
footing serves to distinguish it from the other items in the account. ^"'Make your pencil footings plain 
and distinct, but quite amalL When there is but one item, no pencU figures are necessary. ^* After the 
account has been footed as instructed above, transfer the footings, with the title and page of the account 
— Cash — to the next line in the trial balance sheet. Continue in this manner, footing and carrying 
results to the trial 'balance, until the footings of all the accounts in the Ledger have been transferred. 
{See 117 and 118, page 27.) If your trial balance is correct) the footings of the sides will be equal, and 
will correspond in all particulars with the one given below. 
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^ When the footings on both sides of an account are equal it may be omitted from the trial balanoe, 
in the case of the account with A. 0. Steele. You may rule up Steele's account in your Ledger at 
once. {See first ruling of Hoojg^s account ^ page 43.) ^Always use red ink in ruling. 

Note. — Questions upon a few of the leading principles involved in the work of the foregoing set are given below, and 
you should be prepared to answer them satisfactorily if called upon by the teacher at any time to do so. Before proceeding 
further, therefore, study carefully the answers to the following : 

QUESTIONS FOR REVIEW 

• 

Page 5. — ^"*What is Bookkeeping? *^ Explain the use of the Day Book. •The Journal. "The 

Ledger. ^^ What is Journalizing ? "What is Posting ? * What are the three kinds of accounts used in 

Double Entry ? Page 6. — ^*^^Give the general rules for journalizing. *^^Give the rule for journalizing 

Proprietor's account. Page 8. — "^For Cash. Page 9. — ®^For Merchandise. Page 11. — "^For 

Expense. Page 24. — *^ From what does double entry bookkeeping take its name ? Page 26. — "* What 

is a Trial Balance ? ^** Does the Trial Balance prove the work to be absolutely correct ? ^^ Why not ? 

**What errors might be inade that would not affect the equality of the Ledger? *® What is generally 

regarded as evidence that the work upon the Ledger is correct ? "® What should be done in addition to 

having such proof? "^'"•How will you proceed to take a Trial Balance ? Page 27. — "' What should be 

done when the footings of both sides of an account are equal ? ^ What colored ink should always be 

nsed in ruling ? 

Note. — After you have become familiar with the principles covered by the above questions, proceed to copy into 
your Day Book the transactions for February, as given on the following pages. In all computations, if the fraction is five 
mills or over, add another cent ; if less than five mills, drop the fraction. Striva to make the work upon your books show 
constant progress in penmanship, by imitating as nearly as possible the forms given you to copy. 

INSTRUCTIONS FOR FINDING TIME AND COMPUTING INTEREST AND DISCOUNT 

The manner of finding time in discounting negotiable paper differs, somewhat, with places and 
individuals. In this work, for the sake of uniformity, the term of discount, in all cases, will be found 
by counting the actual number of days from the date of discount to the date of maturity, which will 
exclude the day of discount and include the day of maturity. Days, of grace are not considered in this 
book. 

If the paper to be discounted is interest bearing, first compute the interest upon the face of it from 
the date it begins to draw interest to maturity; then add the interest to the face of the paper, and 
compute discount upon the amount thus obtained, from the date of discounting to maturity. The face, 
plus the interest, minus the discount, will be the proceeds. 

Compute interest and discount at 6%, on a basis of 360 days for a year, unless otherwise specified, 
using the Short Method, for explanation of which see your Commercial Arithmetic. 

PROMISSORY NOTE 
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Note. — Copy the Inventory as given below into your Day Book, immediately following the transactions for Feb- 
ruary. When the inventory includes a long list of goods, a separate book, called an ** Inventory Book,*^ is usually 
employed. 

INVENTORY. FEB. 28, IP- 



merchandise 

130bbls. Flour, ----- 

40 " Salt, — . 

10 ch. Japan Tea, 600 lbs., 

7 bbls. A Sugar, 1875 lbs.,. 

75 « Beef,. 

125 « Pork, 

15 " Lard, 3000 lbs., 



5.00 

1.25 

.50 

.06^ 

12.00 

9.00 

.08.} 



650 
50 
300 
121 
900 
1125 
255 



88. 



3401 



88 



* An Inventory represents, generally, property on hand, as in the case above. * It may, however, 
represent a debt owing to us or owing by us, such as interest accrued on notes, unpaid rent, etc. * An 
Inventory may, therefore, show either a resource or a liability. 

* In business, the inventory of goods on hand is usually found by going through the store, weigh- 
ing, measuring, or counting the articles, their value being estimated usually at cost, or at the price for 
which they could then be purchased. *In some kinds of wholesale business it is desirable to keep what 
is called a " Stock Book," from which the quantity of goods on hand can be determined at any time, and 
with much less labor than by the method described above. 

Note. — After you have completed copying the foregoing transactions into your Day Book, before proceeding to 
journalize, draw up on foolscap paper the notes mentioned in the transactions Feb. 14, 16, 19, 21, 23, 26. {See form of 
note on page 27.) 

After writing the notes called for above, proceed to journalize the transactions for February as you did those of 
January, referring when necessary to the principles and examples indicated by the figures at the left of the transactions 
to assist you in the work. Reference figures are given for a few of the more difficult transactions only in February, it 
being presumed that you are sufi^iently acquainted with the principles to enable you to journalize all of the simpler 
transactions without'such assistance. 

When you have completed the journalizing for February, present your Journal, together with the forms of notes 
called for above, to the teacher for approval. You will then be prepared to begin 

POSTING FEBRUARY 

As the business of February is a continuation of that of January, it will be posted under the same 
ledger headings, new accounts being opened, of course, as they may be required. Since full instructions 
for posting were given in January, you will probably not require any further assistance, as the work of 
posting is always substantially the same. 

Should you need further aid, however, in the work, instructions for posting a few of the first journal 
entries in February are given below. 

GUIDE FOR POSTING FEBRUARY 

FEBRUARY i. (See this entry in your Journal) 
Turn to Cash account on page 2 in the Ledger, and enter, on the Dr. side, on the first blank line, 
the date, Feb. 1 ; the page of the Journal, 3; the amount, 37.50, Then check in the Journal by enter- 
ing the Ledger page, 2, at the left of Cash. Next turn to Merchandise account on page 3 in the Ledger, 
and on the Cr. side, enter the date, Feb. 1 ; the journal page, 3 ; the amount, 37.50. Then check Mer- 
chandise in the Journal. 

FEBRUARY 2 

On Dr. side of Merchandise account enter the date, journal page, amount, and check in the Journal. 
Next, on Cr. side of Cash account, enter the date, journal page, amount, and check. 

FEBRUARY 3 

Post on Dr. side of J. D. Morgan's account, and then check in Journal. Next, post on Cr. side of 
Cash account, and check. 

Note. — Continue posting in this manner until you have posted the entire month of February. In opening new ac- 
counts hereafter in this month, give each jMrsonal account ten lines' space, and give Bills Receivable and Bills Payable eack 
fifteen lines' space. 
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BALANCE SHEET 

After you have completed the posting for February, you may next •make out a "Balance Sheet," 
for the purpose of ascertaining the exact condition of the business at the present time. 

^ The Balance Sheet as illustrated on page 33 combines with the Trial Balance a statement, 
exhibiting in a condensed and convenient form for reference, the Resources, Liabilities, Losses and 
Gains of the business. In performing this work, it is of the utmost importance to you that you do 
not merely copy the form of Balance Sheet. To do the work understandingly, securing a knowledge 
of the relations of the various accounts to the business, it is absolutely essential that you take each step 
in the order indicated, and perform the work precisely as directed in the instructions which follow. 



GUIDE FOR MAKING BALANCE SHEET FOR FEBRUARY 

If you have not in your Trial Balance book a form ruled to correspond with the one shown on 
page 33, you will rule a sheet. First take a trial balance of your Ledger, precisely as instructed for 
January ; that is, foot the accounts in pencil, and carry the footings to the first two columns of your 
Balance Sheet. Do not extend any amounts to the other columns until you have thus drawn off on 
your Balance Sheet all of the ledger accounts and footed the two columns, to ascertain whether your 
Ledger is in balance. If your trial balance proves — that is, if the first two columns foot alike — your 
next step will be to extend the Eesources, Liabilities, Losses and Gains, as shown by the various 
accounts, as follows : 

CASH 

Commence with Cash, it being the first account in your Balance Sheet following the Proprietor's 
(Student's) account. ^From the Dr. footing, 7765.00, which is the cash received, subtract the Cr. 
footing, 5242.00, which is the cash paid out, and the difference will show the cash on hand, 2523.00^ 
which you are to extend to the Besource column, because property on hand is a Resource. (See 87 ^ 
pa^e 6.) 

MERCHANDISE 

* First enter, in the Resource column, the inventory of Merchandise, 3401,88, as shown on page 30, 
because property on hand is a Resource (37, page 6), Make the entry in red inky to distinguish it 
from the resources shown by. the ledger accounts. Next, find the gain or loss on the account by either 
of the methods explained and illustrated below. 

Explanation op First Method 

^ To the Cr. footing, 5472.50, the proceeds from goods sold, add the Inventory, 3401.88, the value 
of goods remaining unsold; this will give the total proceeds, 8874.38. Then from this amount sub- 
tract the Dr. footing, 8012.50, the cost of all the goods bought, and the difference will be the gain, 
861.88, which you are to extend to the Gain column, because an account that produces more than it 
costs, exhibits a gain (S6, page 6). 

Explanation op Second Method 

^* From the Dr. footing, 8012.50, which is the cost of all the goods bought, subtract the Inventory, 
3401.88, the cost of the goods on hand, and the difference will be the cost of the goods sold, 4610.62. 
Subtracting this amount from the Cr. footing, 5472.50, the proceeds from goods sold, the difference 
will be the gain, 861.88, which you are to extend to the Gain column (S6, page 6). 

Illustration 



First Method 

Sales of Mdse. (Cr. footing), 5472.60 

Inventory (goods on hand, page SI), — . 3401.88 

8874.38 
Cost of Mdse. (Dr. Footing), 8012.50 

Gives the gain, 861.88 



Second Method 

Sales of Mdse., 5472.50 

Cost of Mdse., 8012.50 

Inventory " 3401.88 

4610.62 



Gives the gain^ 861.88 
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EXPENSE 

"The Dr. footing, 417.00, shows the total outlay. There being no returns, you will extend 
417.00 to the Loss column, because an account which costs more than it produces exhibits a loss 
{85^ page 6). 

J. D. MORGAN 

"From the Gr. footing, 500.00, — the amount we got into his debt, — subtract the Dr. footing, 
100.00 — the amount we got out of his debt. The difference, 400.00, is the amount we still owe him, 
which you are to extend to the Liability column, because an amount owing by us is a liability 
(SS, page 6). 

A. O. STEELE 

'^From the Dr. footing, 250.00, the amount he got into our debt, subtract the Or. footing, 
100.00, thc^ amount he got out of our debt; the difference, 150.00, is the amount he still owes us, 
which you are to extend to the Resource column, because an amount owing to us is a resource 
(87, page 6), 

Note. — In extending the accounts of D. Hammond, Bell Bros. & Day, and Miller & Beach, consult the expla- 
nation given above for J. D. Morgan. In extending Sherman, F. & Co.'b account, consult the explanation for 
A. 0. Steele. 

BILLS PAYABLE 

"From the Cr. footing, 1600.00, the amount of Bills Payable issued, deduct the Dr. footing, 
250.00, the amount of Bills Payable redeemed ; the difference, 1350.00, is the amount of Bills Payable 
outstanding, which you are to extend to the Liability column, because an amount owing by us is a 
liability (38, page 6). 

BILLS RECEIVABLE 

"From the Dr. footing, 1482.50, the amount of Bills Receivable received, deduct the Cr. footing, 
525.00, the amount of Bills Keceivable disposed of; the difference, 957.50, is the amount of Bills 
Receivable on hand, which you are to extend to the Resource column, because an amount owing to 
us is a resource (87, page 6). 

NET GAIN AND PRESENT WORTH 

Foot the Resource, Liability, and Loss and Gain columns of the Balance Sheet, and extend the 
results as shown in the form on page 33. 

^^ Extend into the Loss column, in red ink, the net gain, 444.88, which is the difference between 
the total gains and the total losses. 

" To the net credit, 3900.00, which is the difference between the debit and credit of the proprietor's 
account, add the net gain, and extend the amount, 4344.88, which is the Present Worth, into the 
Liability column. 

^ The Net Gain is found as shown in the accompanying balance sheet, by subtracting the total losses 
from the total gains, as found from the different accounts showing losses and gains. ^ The Net Gain 
may also be found by subtracting the proprietor's net credit from the Present Worth ; ^ the Present 
Worth at any time being the difference between the Resources and Liabilities. 

** It will also be seen that the Present Worth, or Net Resource, in double^ntry bookkeeping may 
be found in two ways : either by adding the Net Gain to the Net Credit, or by finding the difference 
between the Resources and Liabilities. 

** When the losses exceed the gains, the difference is called the " Net Loss "; in such case, in making 
out the Balance Sheet, the Net Loss must be deducted from the Net Credit, to find the Present Worth. 

** When the Liabilities exceed the Resources, the proprietor is " Insolvent." 

* As the Present Worth of any business belongs to the proprietor, or stockholders, it is in that sense 
a liability to the business. This liability, however, must not be confounded with the regular resources 
and liabilities, the difference between which is the Present Worth or the value of the business belonging 
to the proprietor. 




Having ascertained by the foregoing Balance Sheet the true condition of the business at the present 
time — that is, That the Net Gain has been, how much the proprietor is worth and of what his worth 
consists — it is desired to make the proprietor's (atudent's) accouiU in the Ledger exhibit the Present 
Worth. 

"To do this, the accounts showing gains and losses must be closed, and "the Net Gain entered 
in the proprietor's account. " It ia only necessary to close the accounts which show gains and losses, 
"because in them have been entered all transactions making the proprietor worth move or less. " The 
other accounts — those exhibiting resources and liabilities — simply show of what t?ie Present Worth 
eonaiets, and " closing them would in no way affect the proprietor's account. 
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GUIDE FOR CLOSING THE ACCOUNTS SHOWING LOSSES AND GAINS 

® Following the last account in your Ledger, open an account with Loss & Gain, "to whioh are 
to be carried the losses and gains from the various accounts as they are closed, ^ and from which finally 
the Net Gain is to be transferred to the Proprietor's account. 

MERCHANDISE 

" The Inventory is first to be entered on the credit side of the account, that it may be added to the 
sales, as explained and illustrated in the first method for finding the gain or loss on Merchandise, on 
page 31. (This is equivalent to deducting it from the debit side> as explained in the second methody 
on page 31.) Proceed as follows: **0n the Cr. side of the account, enter, first, the inventory. Write, 
IN RED INK, Feb. 28y Inventory^ SJfiLSS. ''Then to close the account, on the smaller side — which is 
the debit — enter the difference between the side^, that is, the gain. Write, in bed ink, Feb, 28 j 
Loss & OaiUy 861,88 (enter in the page column the page of the Loss & Gain account). ®Next, rule 
and foot the account. {See Merchandise account closed and ruled up, on page 85.) 

*In ruling an account, draw the red line directly upon the blue line. In the double ruling, draw 
the lines as close as possible and not have them run together. Rule on the same line on both sides of 
the account, even if there be a larger number of entries upon one side than upon the other. 

* The two entries just made have put the Ledger out of balance, and to restore the balance, entries 
for like amounts must be made on the opposite sides, as follows : ** First transfer the Inventory below 
the ruling, on the Dr. side. Write, in black ink, March i, Liventory, 340L88, '•^Next, transfer the 
gain to the Cr. side of the Loss & Gain account. Write, in black ink, Feb. 28, Mdse., 861.88 (enter 
in page column, the page of Merchandise account). **By these two entries we have not only placed 
the Ledger again in balance, but we have caused the Merchandise account to show as it should, on 
the debit side, the resource represented by the value of the goods unsold ; and ** have caused the Loss 
& Gain account to show, as it should, on the credit side, the gain produced by an account (Mdse.) 
which has been closed. 

EXPENSE 

To close this account : ^ On the smaller side — which is the Cr. — enter the difference between the 
sides — that is, the loss. Write, in red ink, i^e6. 28, Loss & Gain^ ^17. 00 (enter page of Loss & Gain 
account). ^ Next, rule and foot the account, as previously instructed. ^ Kext, transfer the loss to the 
Dr. side of Loss & Gain account. Write, in black ink, Feb. 28, Expense, 417.00 (enter page of 
Expense account). 

LOSS & GAIN 

Having closed all of the accounts which show losses and gains, into the Loss & Gain account, you 
will now proceed to close this account. ^On the smaller side — which is the Dr. — enter the difference 
uetween the sides, that is, the net gain. Write, in red ink, Feb. 28, Student (the page), 444'SS. 
Next, rule and foot the account. '••Next, transfer the net gain to the Cr. side of Student's (pio- 
prietor's) account. Write, in black ink, Feb. 28, Loss & Gain (the page) 444-^^- 

STUDENT 

The Net Gain having been carried to it, this account now contains the present worth, and that it 
may be shown in a single amount, you will close the account. Proceed as follows : "^ On the smaller 
side — which is the Dr. — enter the difference between the sides, that is the present worth. Write, in 
red ink, Feb. 28, Present Worth, 4344-88. "Next, rule and foot the account. **Next, transfer 
the present worth to the opposite side (Cr. side) below the ruling. W^rite, in black ink, March 1, 
Present Worth, 4344.88. 

This completes the work of closing the accounts which contained the losses and gains growing out 
of the preceding two months' business, and the net gain — the difference between the losses shown on 
the Dr. side and the gains shown on the Cr. side of the Loss & Gain account — has been entered in 
Student's (the proprietor's) account, causing it to show the present worth. ""It is evident that the 
proprietor's account will continue to show its true relation to the business — that is, the present worth, 
or exact difference between the resources and liabilities — only until such time as a gain or loss has been 
produced in the course of trade ; ** because such gain or loss is not immediately entered in the pro- 
prietor's account, but is permitted to remain in the account producing it, until a general closing of 
the accounts showing gains and losses is made, such as has just been explained and illustrated. 
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NoTB TO Studbht. — QoestioxiB upon some of the principles involved in the preceding set are given below, and yoa 
shoald be prepared to answer them if called upon to do so. Before proceeding further, therefore, study carefully the 
answers to the following : 

QUESTIONS FOR REVIEW 

Page 10. — "What is generally included under the title " Bills Payable^' ? " When are Bills Pay- 
able credited? , •*When debited? Page 9. — "What is generally included under the title "Bills 
Receivable " ? ^« When are Bills Receivable debited ? ^ When credited ? Page 30. — i"* What does 
an inventory usually represent ? • What may it represent ? * How found usually, and at what price 
are the goods estimated? ^In what other way may the quantity of goods on hand at any time be 
found? Page 31. — •What is the object of making a "Balance Sheet"? 'What does it exhibit? 
•In what column are the inventories entered, and how are they entered ? ^^^ How is the gain on Mdse. 
found ? Page 32. — " How is the loss on Expense found ? ^' How is the net gain found ? " How is the 
Proprietor's net credit found ? ^ How is the Proprietor's present worth found ? *^ How can the present 
worth be proved ? ^ When the losses exceed the gains, what is the difference called ? •* In such cases how 
is the present worth found? ®When is the Proprietor said to be insolvent? Page 33. — ^•"^When 
it is desired to make the Proprietor's account exhibit the present worth, what is it necessary to do ? 
*^ Why is it not necessary to close all the accounts in the Ledger? Page 34. — ^*^ What is the first 
step to take in closing the accounts that show losses and gains? ^•^How is the Mdse. account 
closed ? ® In ruling an account, how should the lines be drawn ? *^^ How is the Expense account 
closed ? ^^^ How is the Loss and Gain account closed ? *^* How is the Proprietor's account closed ? 
What does this account then exhibit ? '^^ How long will it continue to exhibit the present worth, 
and why ? 




I 




^: 










T^yy. 







(^Z^Y 



^ZyU, 



C^-TL ' J (PO 



^::!tOCyt^t<yn^ 




CP^?-!^ 



/6? 






/O „ 
3 




/i4 /z40.. 




uyi^ 



ef 



C>iZ.<^^'A^ 



y^y€^y'7^ytP't^yO^^^^X^Z/,^^^ 



/o 

J" 





uj't^ uyi^ c>tz.<i^Jiy 





^:zyA/tP 



U-J/0 



^ 



/OSO 
I 



^dz 



7^ 



J'O 



300 



^^0 



/OS/ 



7^ 



//^i2 so 



THEORETICAL AND PRACTICAL BOOKKEEPING 



37 



Note — The Day Book and Journal will hereafter be combined, the history of the transaction being written in con- 
nection with the journal entry. In the form shown on page 36, both debits and credits are entered at the left side of the 
page, the right side being reserved for the explanations. The explanations are to be written about one third smaller than 
the journal entries. 

MEMORANDA FOR MARCH 



Ex. 21, p. 
16. 



6d, pa. 9. 
61, pa. 8. 
08 b, p. 7. 

Ex. 22, p. 
16. 



84, pa. 10. 
61, pa. 8. 



60, pa. 8. 
77, pa. 9. 

Ex. 24, p. 
16. 



60, pa. 8. 
77, pa. 9. 
100, p. 11. 



81, pa. 10. 
61, pa. 8. 
99, pa. IJ. 



Ex. 26, p. 
17. 



Ex. 25, p. 
17. 



1. Paid Miller & Beach, cash on account, 300.00. 

2. Sold Alex. Goodman, on his note at 10 days, with interest, 50 bbls. Flour, @ 6.00 ; 10 bbls. 

Beef, @ 14.00. 

3. Paid February gas bill in cash, 6.00. 

" Paid my note of Feb. 21, favor of Long & Martin, and interest, in cash ; f aee of note, 1050.00 
interest, 10 days, 1.75. 

6. Gave Bell Bros. & Day my note at 10 days, with interest, in full of account, 462.50. 

6. Bought of E. L. & E. B. King, 50 bbls. Beef, @ 12.00. Paid them cash on above, 200.00; 

balance on account. 
« Sold E. H. Day, for cash, 5 ch. Japan Tea, 300 lbs., @ 60 0. 
" Received cash of Freeman & Johnson, for their note of Feb. 19, and interest. Face of note, 

560.00 ; interest, 15 days, 1.40. 

8. Paid rent of store in cash, 50.00. 

" Paid my note of Feb. 26, favor of D. Hammond, in cash, 300.00. 

10. Sold A. 0. Steele, on account, 25 bbls. Pork, @ 10.50; 5 bbls. Lard, 1000 lbs., @ 10^; 20 

bbls. Flour, @ 6.00. 
" Received cash of Jas. T. Wood, for his note of Feb. 23, 397.50. 

11. Received of Sherman, French & Co., in full of account, as follows : Cash, 200.00 ; their note 

at 60 days, 400.00. 

12. Bought of Beach & Gould, on my note at 90 days, 100 bbls. Flour, @ 5.00. 

" Received cash of Alex. Goodman, for his note of March 2, and interest. Face of note, 440.00 ; 
interest, 10 days, 73 ^. 

13. Sold Collins & Carpenter, 40 bbls. Salt, @ 1.50; 50 bbls. Pork, @ 10.50; 50 bbls. Beef, 

@ 14.00. Received cash on above, 785.00 ; their note at 30 days for balance. 

15. Paid J. D. Morgan, cash on account, 200.00. 

" Paid my note of 5th inst., favor of Bell Bros. & Day, and interest, in cash. Face of note, 
462.50; interest, 10 days, 77^. 

16. Bought of Leffingwell Mfg. Co., for cash, a safe for office use, 475.00. 

" Bought of Gardner & Gardner, 50 bbls. Beef, @ 12.00. Paid cash on above, 300.00 ; gave 
them my note at 60 days for balance. 

17. Sold Sherman, French & Co., ou account, 7 bbls. A Sugar, 1875 lbs., @ 7^; 5 ch. Japan Tea, 

300 lbs., @ 60 ^. 

18. Collins & Carpenter prepaid their note of 13th inst, in cash, less discount. Face of note, 

500.00; discount off, 25 days, 2.08; cash received, 497.92. 

19. Bought of Miller & Beach, on account, 25 bbls. Pork, @ 9.00 ; 10 bbls. Lard, 2000 lbs., 

@8^^. 

21. Sold James T. Wood, on account, 10 bbls. Pork, @ 10.50 ; 10 bbls. Beef, @ 14.00. 

22. Prepaid my note of 12th inst., favor of Beach & Gould, in cash, less discount. Face of note, 

500.00; discount off, 80 days, 6.67; cash>paid, 493.33. 

23. Received cash of A. 0. Steele, on account, 150.00. 

24. Paid in cash, Scrantom & Co.'s bill for books, stationery, etc., for office use, 15.75. 
26. Bought of J. D. Morgan, on account, 50 bbls. Flour, @ 5.00. 
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6D,pft.8. 
(6, pa. 9. 
«, pa. 9. 



M, pa. 8. 
99, pa. 11. 
77, pa. 9. 



MEMORANDA FOR MARCH (Continued) 

27. Sold Wm. N. Marsh, 26 bbls. Pork, 9.00 ; 25 bbls. Beef, 14.00. Received cash on above, 

225.00; his note at 3 mos. with interest, for balance, 350.00. 

28. Gave Miller & Beach my note at 2 mos., to apply oh account, 300.00. 

29. Paid clerks' salaries in cash, 125.00. 

30. Received cash of Jas. T. Wood, on account, 100.00. 

31. Sherman, French & Co. prepaid their note of 11th inst., in cash, less discount. Face of note, 

400.00; discount, 40 days, 2.67 ; cash received, 397.33. 

RESOURCE INVENTORIES, MARCH 31, 19— 



MERCHANDISf^ 

210 bbls. Flour, @ 5.00, 1050.00 

aO " Beef,@ 12.00, -- 960.00 

40 « Pork,@9.00, ---- 360.00 

20 " Lard, 4000 lbs., @ 8^ /^, 340.00 2710.00 

EXPENSE 

Office Safe, valued at - 475.00 

Note. — After you have journalized the entire month, and before commencing to poet, hand your Journal to the 
teacher for approval. 

POSTING MARCH 

The business of March, being a continuation of that of January and February, it will be posted 
under the same ledger headings, opening such new accounts as may be required. Oive each new account 
in this month ten lines' space. 

BALANCE SHEET 

• 

After you have completed the posting for March, you may next make out a " Balance Sheet," for 
the purpose of ascertaining the present condition of the business. Full directions having been given for 
this work, in connection with the February balance sheet, it is not deemed necessary to give here more 
than a brief outline of the steps to be taken, as it is believed that the work can be done correctly and 
understandingly through their aid, in connection with the illustration of the form of balance sheet, given 
on page 33, and from the knowledge of the principles gained in making the balance sheet for February. 

GUIDE FOR MAKING BALANCE SHEET FOR MARCH 

First take a trial balance of your Ledger, precisely as instructed for February ; that is, foot the 
accounts in pencil, and carry the footings to theirs* two columns of your Balance Sheet. Do not extend 
any amounts to the other columns until you have thus entered on your Balance Sheet all of the ledger 
accounts, and footed these two columns, to ascertain whether your Ledger is in balance. The footings of 
the various accounts, as shown in the first two columns of your Balance Sheet, should be as follows : Stu- 
dent, Cr. 4344.88; Cash, Dr. 11699.88; Cr. 9222.10, Mdse., Dr. 5746.88, Cr. 3518.75 ; Expense, Dr. 671.75; 
J. D. Morgan, Dr. 300.00, Cr. 750.00; A. 0. Steele, Dr. 732.50, Cr. 250.00; D. Hammond, Dr. 700.00, 
Cr. 1175.00; James T. Wood, Dr. 245.00, Cr. 100.00; Sherman, French & Co., Dr. 311.25; Miller 
& Beach, Dr. 800.00, Cr. 1195.00 ; Bills Payable, Dr. 2562.50, Cr. 3162.50; Bills Receivable, Dr. 3172.50, 
Cr. 2822.50; E. L. & E. B. King, Cr. 400.00; Interest, Dr. 2.52, Cr. 2.13; Discount, Dr. 4.75, Cr. 6.67. 

If your trial balance proves — that is, if the first two columns foot alike — your next step will be to 
extend the Resources, Liabilities, Losses and Gains, as shown by the various accounts, as follows : 
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CASH 

Commence with Gash^ it being the first account in your balance sheet following the Proprietor's 
(Student's) account. Find the difference between the Dr. and Or. footings and extend it to the Resource 
column (57, page 6). 

MERCHANDISE 

First enter, in the Kesource column, the Mdse. on hand — that is, the Inventory as shown on page 38 
(S7f page 6), Make the entry in red ink. Next, to find the gain, add the Inventory, 2710.00, to the Or. 
footing, 3518.75, and from this sum subtract the Dr. footing, 5746.88, and extend the difference, 481.87, 
to the Gain column {SGy page 6). 

EXPENSE 

First enter, in the Resource column, the Expense Inventory, 475.00, given on page 38. (See S7, 
page 6.) Enter the Inventory in red inky to distinguish it from the resources shown by the ledger 
accounts. Next, find the loss on Expense, by deducting the Expense Inventory, 475.00, from the Dr. 
footing of Expense account, 671.75, because the safe, when bought, was charged to Expense account, 
and is therefore included in the Dr. footing. Extend the difference, 196.75, to the Loss column 
(35, page 6). 

J. D. MORGAN 

Find the difference between the Cr. and Dr. footing and extend it to the Liability column (38, 
page 6). 

A. O. STEELE 

Find the difference between the Dr. and Cr. footing and extend it to the Kesource column 
(37, page 6). 

D. HAMMOND, MILLER & BEACH AND E. L. & E. B. KINQ 

Extend the difference between the Cr. and Dr. footings in each of the above accounts to the Liability 
column (38, page 6), 

JAMES T. WOOD AND SHERMAN, FRENCH & CO. 

Extend the difference between the Dr. and Cr. footings in each of the above accounts to the Kesource 
column (37, page 6). 

BILLS PAYABLE 

Find the difference between the Cr. and Dr. footings and extend it to the Liability column 
(38, page 6). 

BILLS RECEIVABLE 

Find the difference between the Dr. and Cr. footings and extend it to the Resource column 
(37, page 6). 

INTEREST 

From the Dr. footing, '2.52, the amount allowed to others, subtract the^ Cr. footing, 2.13, the amoimt 
allowed to us, and extend the difference, .39, to the Loss column (35, page 6). 

DISCOUNT 

From the Cr. footing, 6.67, the amount allowed to us, subtract the Dr. footing, 4.75, the amount 
allowed by us, and extend the difference, 1.92, to the Gain column (36, page 6), 

You may now foot the remaining columns of your Balance Sheet, viz. : the Resource, Liability, Loss 
and Gain columns, after which make a summary of the results, as shown in the form of balance sheet for 
February, on page 33. 

The footings of the columns should be as follows : Gain, 483.79 ; Loss, 197.14 ; Resource, 6951.53 ; 
Liability, 2320.00. 

Note. — Having completed the balance sheet, you will now close the Ledger. As explained in the month of February 
(;?.9, page 33), to cause the proprietor's account in the Ledger to show the present worth, it is only necessary to close the 
accounts showing losses and gains. The remaining accounts, those showing resources and liabilities, may be closed, 
however, and to give the pupil practice in the work of a general closing of the Ledger, all of the accounts will now be closed. 
As an aid in performing this work, a few accounts properly closed, are shown on pages 42 and 43, and explicit instructions 
for every step to be taken are given in the following 
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GUIDE FOR CLOSING THE LEDGER, MARCH 31, 

Commence with the first acoount in your Ledger, following the Proprietor's (Student's) account^ 
which is 

CASH 

On the smaller side of this acoount — Cr. side — enter the difference between the sides. Write, in 
BED INK, Mar. 81, Balance^ 2477,78* Next, rule and foot the account. Next, transfer the balance 
below the ruling on the Dr. side. Write, in black ink, Apr, i, BdUxTice, 2^77,78 (see Cash account closed^ 
on page 0). 

MERCHANDISE 

On the Cr. side of this account, enter, first, the inventory. Write, in red ink, Mar. 81, Invenr 
tory, £710.00, Next, on the smaller side of the account — Dr. side — enter the difference between the 
sides. Write, in red ink, Mar, 81, Loss & Oain, Ji81.87 (enter, in page column, the page of Loss & Gain 
account). Next, rule and foot the account. Next, transfer the inventory below the ruling on the Dr. 
side. Write, in black ink, Apr. 1, Inventory, 2710.00, Next, transfer the gain to the Cr. side of the 
Loss & Gain account. (You have such an account already opened in your Ledger.) Write, in black ink, 
Mar, 81, Mdse,, 481.87. Enter, in the page column, the page of Merchandise account. 

EXPENSE 

On the Cr. side of this account, enter, first, the inventory. Write, in red iNk, Mar. 81, Inven- 
tory, 476,00. Next, on the smaller side of the account — Cr. side — enter the difference between the 
sides. Write, in red ink. Mar. 81, Loss & Oain (page of Loss & Gain account), 196.76, Next, rule 
and foot the account. Next, transfer the inventory below the ruling on the Dr. side. Write, in black 
ink, Apr, 1, Inventory, 476,00, Next, transfer the loss to the Dr. side of the Loss & Gain account. 
Write, IN black ink. Mar, 81 ^ Expense (page of Expense account), 196.76, 

J. D. MORGAN 

On the smaller side of this account — Dr. side — enter the difference between the sides. Write, in 
BED INK, Mar, 81, Balance, 460.00, Rule and foot the account. Next, transfer the balance below the 
ruling on the Cr. side. Write, in black ink, Apr. 1, Balance, 46O.OO, 

A. O. STEELE 

On the smaller side of this account — Cr. side — enter the difference between the sides. Write, in 
BED INK, Mar, 81, Balance, 482-60. Rule and foot the account. Transfer the balance below the ruling 
on the Dr. side. Write, in black ink, Apr, 1, Balance, 482.60, 

Note. — The accounts of D. Hammond, James T. Wood, and Miller & Beach, are to l)e closed in same manner as 
those of J. D. Morgan and A. 0. Steele. The account of E. L. & E. B. King, having but one item, need not be closed. 

BILLS PAYABLE 

On the smaller side of this account — Dr. side — enter the difference between the sides. Write, in 
BED ink. Mar, 81, Balance, 600,00, Rule and foot the account. Transfer the balance below the ruling 
on the Cr. side. Write, in black ink, Apr, 1, Balance, 600,00, 

BILLS RECEIVABLE 

On the smaller side of this account — Cr. side — enter the difference between the sides. Write, in 
RED INK, Mar, 81, Balance, 860.00. Rule and foot the account, and transfer the balance below the ruling 
on the Dr. side. Write, in black ink, Apr, 1, Balance, 860.00, 

INTEREST 

On the smaller side of this account — Cr. side — enter the difference between the sides. Write, in 

• 

BED INK, Mar, 81, Loss & Gain, ,89. Rule and foot the account and transfer the loss to the Dr. side of 
Lops & Gain account. Write, in black ink. Mar, 81, Interest, .89. Remember always to enter the page 
in the page column, when amounts are transferred to or from some other page in the Ledger. 

DISCOUNT 
On the smaller side of this account — Dr. side — enter the difference between the sides. Write, in 
BED INK, Mar, 81, Loss & Gain, 1.92. Rule and foot the account and transfer the gain to the Cr. side of 
the Loss & Gain account. Write, in black ink, Mar. 81, Discount, 1,92. 
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LOSS it GAIN 

On the smaller side of this account — Dr. side — enter the difference between the sides. Write, in 
BED INK, Mar. Sly StuderUf 286S6. Rule and foot the aocounty and transfer the net gain to the Gr. side 
of Student's account. Write, in black ink, Mar, 31, Loss Jb Oain, 286.66, 

STUDENT 

• 

On the smaller side of this account — Dr. side — enter the difference between the sides. Write, in 
RED INK, Mar. Slj Present Worth, 4^S1.SS. Rule and foot the account, and transfer the present worth 
bdow the ruling on the Cr. side. Write, in black ink, Apr. 1, Present Worth, 4681.63. 

Your Ledger is now closed, and the purpose of such closing has been accomplished, viz. : The Pro- 
prietor's account has been made to show his present worth, and the resources and liabilities representing 
such present worth are exhibited below the rulings of the various accounts to which they belong. 

In closing the accounts, the equilibrium of the Ledger has not been disturbed, as, in every instance 
where an amount was entered in an account, either upon the debit or credit side of the Ledger, the same 
amount was immediately transferred to the opposite side of the Ledger, either in some other account or 
below the rulings of the same account, thus keeping the Ledger constantly in balance. A trial balance, 
to prove that your Ledger is now in. balance, should be taken, and if correct will correspond with the 
following 

TRIAL BALANCE OF LEDGER BALANCES, APRIL i, 19— 



RESOURCES ( Dr. Balances) 

Ca^h, - 2477.78 

Merchandise, 1 2710.00 

Expense, 475.00 

A. 0. Steele, 482.50 

Jas. T. Wood, 145.00 

Sherman, French & Co., -.. 311.25 

Bills Receivable, 350.00 

Total Resources, _ — 6951.53 



LIABILITIES (Cr. Balances) 

J. D. Morgan,.- __ 45C.00 

D. Hammond, 475.00 

Miller & Beach, 395.00 

Bills Payable, 600.00 

E. L. & E. B. King, 400.00 

Total Liabilities, 2320.00 

Student's Present Worth, _ 4631 . 53 

6951.53 



From the preceding explanations and operations we deduce the following general instructions for 

CLOSING THE LEDGER 

^ It is customary in business, once a year at least, to cause the Proprietor's account in the Ledger to 
show its true relation to the business ; that is, the Proprietor's present worth. ^ To do this, it is neces- 
sary to close ordy the accounts which show losses and gains; because in these accounts are entered all 
the transactions which make the Proprietor worth more or less. The Net Gain or Net Loss found by 
closing these accounts is entered in the Proprietor's account, which will then show the true present 
worth. 

^**The remaining accounts, those showing resources and liabilities, need not be closed for this 
purpose, as they simply show of what such prese^it worth consists, and closing them in no way affects the 
Proprietor's account. ^^They may be closed, however, to mark a period in the business, or for the pur- 
pose of causing each account to exhibit in a single amount, convenient for inspection, its exact net debit 
or exact net credit, as the case may be. 

^** Any account may be closed at any time, without reference to a general closing of the Ledger. As 
for instance, if the footings become very large and unwieldy, the account may be closed and the balance 
carried forward ; or, in the case of a personal account, if an adjustment is had and the correct balance 
determined, it is desirable to close the account and carry forward the balance agreed upon at that tipie ; 
or, if the space assigned an account becomes filled, the account may be closed and the balance transferred 
to a new account. 

^^ It is not customary in business, even at a general closing of the Ledger, to close all of the personal 
accounts. The Ledger of a large business house not infrequently contains personal accounts reaching 
into the thousands, and to close all of these would involve a great amount of unnecessary labor. Personal 
accounts, therefore, are, as a rule, allowed to remain open until closed by payment in the regular course 
of business. 
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GENERAL RULES FOR CLOSING THE LEDGER 

*•* Open an account with Loss and Oaiuy following the last account in your Ledger, if you have 
not already opened such an account. 

^^ To economize time, and to avoid omissions, it is desirable to close the accounts in the order in 
which they stand in the Ledger, omitting the Proprietor's account until all the other accounts in the 
Ledger have been closed. 

ACCOUNTS SHOWING LOSSES AND GAINS HAVING INVENTORIES CLOSED 

^ If an account has a Resource Inventory, enter the amount of it on the credit side of the account, 
IN BED INK, using for explanation Inventory. ^^ If an account has a Liability Inventory, enter the 
amount of it on the debit side of the account, in red ink, using for explanation Inventory, '**!Next 
enter, on the smaller side of the account, in red ink, the difference between the sides, using for 
explanation Loss and Gain, ^^'Next rule up the account and enter the footings, carrying the Inven- 
tory below the rulings, on the opposite side of the account, in black ink. ^ Next transfer the loss 
and gain amount to the opposite side of Loss and Gain account, in black ink, using for explanation 
the title of the account you are closing as Expense or Merchandise, 

ACCOUNTS SHOWING LOSSES AND GAINS HAVING NO INVENTORIES CLOSED 

^ Enter, on the smaller side, in red ink, Loss and Gain and the difference between the sides of 
the account. Kule up the account, enter the footings, and transfer the loss and gain amount to the 
opposite side of Loss and Gain account, in black ink, using for explanation the title of the account you 
are closing as Mdse., Real Estate, etc. 

ACCOUNTS SHOWING RESOURCES AND LIABILITIES CLOSED 

^* Enter, on the smaller side of the account, in red ink, Balance and the difference between the 
sides. Rule and foot the account, and carry the difference below the rulings, on the opposite side, in 
black ink, using for explanation Balance, 

in LOSS AND GAIN ACCOUNT CLOSED 

Enter on the smaller side of Loss and Gain account, in red ink, the Proprietor's name and the 
difference between the sides, which difference will be the Net Gain or Net Loss. Rule and foot the 
account, and carry the difference to the opposite side of the Proprietor's account, in black ink, using 
Loss and Gain for explanation. In case of a partnership, the difference should be divided according 
to the terms of the partnership contract, and each partner's name and share entered separately in the 
Loss and Gain account, and afterward transferred to the opposite side of his individual account. 

"*THE PROPRIETOR'S ACCOUNT CLOSED 

Enter on the smaller side, Pj^esent Worth and the difference between the sides, in red ink. Rule 
and foot the account, and bring the difference below the rulings on the credit side of the account, in 
black ink, using Present Worth for explanation. In case the debit side of the proprietor's account is 
greater, the difference will be entered as Insolvency. In case of a partnership, each partner's account 
should be closed as described above. This completes the closing of the Ledger. 

QUESTIONS FOR REVIEW 

Page 41. — '^How frequently is it customary in business to cause the Proprietc.c's accoant to 
show its true relation to the business? ""^To do this, what accounts is it necessary to close? ^* Why 
is it not necessary to close all the accounts at this time ? '^ When may all the accounts be closed, and 
for what purpose? ^^May any account be closed at any time, and if so for what purpose? ^^'Is it 
customary in business to close, at any time, all of the personal accounts in the Ledger ? Page 42. — 
*^ What is the first step to take in closing a Ledger ? ^^In what order should the accounts be closed ? 
M6-U0 Q-ive the general rules for closing accounts showing losses and gains and having inventories. ^* For 
those showing losses and gains and having no inventories. ^^For those showing resources and 
liabilities. '*^For the Loss and Gain account. ^For the Proprietor's account. 
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BUYING PRICE LISTS FOR APRIL AND MAY 



Beans^ 



Barley, 

Corn, 



Clover Seed, 



Flax, 



Millet,. 



Oats,. 



Peas, 
Rye,.. 



Wheat,. 



List No, 1 



2.00 bu. 

.75 bu. 

.50 bu. 
4.00 bu. 
1.50 bu. 
1.00 bu. 

.35 bu. 
2.10 bu. 

.60 bu. 
1.05 bu. 



2 



1.75 

.80 

.45 

4.50 

1.25 

1.10 

.32 

2.20 

.55 

1.10 



S 



2.00 

.75 

.40 

4.00 

1.75 

1.00 

.35 

2.15 

.60 

1.00 



1.85 

.85 

.50 

3.75 

1.50 

1.05 

.33 

2.10 

.65 

1.05 



1.75 

.80 

.45 

3.50 

1.25 

1.15 

.34 

2.00 

.50 

.95 



6 



1.90 

.85 

.55 

4.00 

1.50 

1.10 

.36 

2.05 



.55 



1.00 



2.00 

.90 

.50 

4.25 

1.25 

1.00 

.35 

2.15 

.60 

1.05 



8 



2.10 
.85 
.45 

4.00 

1.75 
.95 
.33 

2.10 



.b5 



.95 



9 



2.15 
.80 
.40 

3.50 

1.50 
.90 
.34 

2.20 
.50 

1.00 



10 



2.05 



.75 

.46 
3.75 
1.25 
1.00 

.32 
200 

.55 



.95 



SELLING PRICE LISTS FOR APRIL AND MAY 



Beans,. 



Barley, 



Corn,. 



Clover Seed, 

Flax, 

Millet,.: 

Oats, — 



Peas, 



Rye, 



Wheat, 



List No, 1 

2.10 bu. 

.85 bu. 

.60 bu. 

4.50 bu. 

2.00 bu. 

1.25 bu. 

.40 bu. 

2.35 bu. 

.75 bu. 

1.15 bu. 



2 


S 


1.85 


2.06 


.90 


.80 


.65 


.50 


4.75 


4.25 


1.66 


2.00 


1.30 


1.26 


.36 


.38 


2.40 


2.30 


.65 


.70 


1.20 


1.10 



1.95 
.90 
.60 

4.10 



(.; 



1.80 
.85 
.55 

3.80 



1.75 1.50 



1.30 
.36 

2.25 
.75 



1.15 



1.40 



.37 
2.20 

.62 
1.05 



6 


7 


8 


9 


2.00 


2.05 


2.15 


2.20 


.95 


.96 


.90 


.86 


.60 


.65 


.50 


.46 


4.15 


4.40 


4.20 


3.60 


1.65 


1.50 


1.90 


1.75 


1.35 


1.20 


1.16 


1.10 


.40 


.38 


.37 


.38 


2.25 


2.30 


2.36 


2.40 


.66 


.70 


.65 


.60 


1.10 


1.15 


1.06 


1.10 



10 



2.10 



.80 

.55 
3.85 
1.50 
1.15 

.35 
2.26 

.65 



1.06 



NoTE^ — After having been assigned by the teacher the number of price list to be used in the following set, the pupil 
is advised to copy it on a separate sheet of paper, as illustrated below. This will put the list in a form convenient for use, 
and render mistakes less liable to occur in making the extensions. 

Buying Price List No. 1 Selling Price 

2.00 Beans, 2.10 

,75 Barley, 85 

.50 Corn,... .60 

4.00 Clover Seed, 4.50 



1.50 
1.00 

.35 
2.10 

.60 
1.05 



Flax, 2.00 

.Millet, 1.25 

Oats, 40 

Peas, 2.35 

-Rye, - .76 

Wheat, 1.16 
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MEMORANDA OF TRANSACTIONS FOR APRIL 

1. (Student) commenced business this day, and invested cash, 5000.00. 

2. Bought of C. W. Bond, for cash, 100 bu. Wheat ; 50 bu. Beans. 

** Deposited in College National Bank cash 4000.00 (memorandum; no Journal entry rehired)* 

Note. — An account with the Bank is sometimes kept in the Ledger, debiting It for all depositB and crediting It for aJQ 
sums drawn oat This plan is not now generally observed in business, but all transactions with the bank are treated as cash 
transactions. When, therefore, money is deposited in the bank, no entry is required crediting cash, the cash so deposited 
being considered practically as on hand, because it is not paid out, in the sense of being disposed of, as the bank simply 
becomes the custodian of it in place of our safe or drawer. When, however, checks are drawn by us on the bank ordering 
payment to be made of the cash so deposited, to other parties, then entries must be made crediting cash, because the amount 
tn bank (that is, our cash) is reduced to just the extent of the check so drawn. 

" 3. Sold Clarkson & Co., for cash, 50 bu. Wheat, 20 bu. Beans. 

4. Bought of B. D. Lord, on account, 100 bu. Millet, 100 bu. Corn, 100 bu. Flax, 200 bu. Oats. 

6. Sold Ogden & Boyce, on account, 50 bu. Millet, 20 bu. Beans, 60 bu. Flax. 

6. Bought of Smith & Pond, on my note at 20 days, payable at College National Bank, 50 bu. Clover 
Seed. 

8. Paid Miller & Co.'s bill for ofl&ce books and stationery, in cash, 35.00. 

9. Paid B. D. Lord, to apply on account, by check on College National Bank 100.00 (credit Cash). (A 

form of bank check filled out, is given below.) 

10. Sold Geo. D. Carter, for cash, 10 bu. Clover Seed, 50 bu. Oats. 
" Paid cash for two tons of coal for ofl&ce use, 9.50. 
12. Sold Nathan McDonald, on his note at 15 days, 20 bu. Clover Seed, 50 bu. Oats, 25 bu. Millet 

15. Bought of Brewster & Co. on account, 200 bu. Rye, 100 bu. Barley, 100 bU.'Peas, 200 bu. Wheat 

16. Received cash of Ogden & Boyce, to apply on account, 100.00. 

" Paid Briggs & Son's bill for oflSce safe, by check on College National Bank, 300.00. 

18. Bought of W. E. Ross, on my note at 30 days, with interest, payable at College National Bank, 100 bu. 

Beans, 200 bu. Com, 100 bu. Clover Seed. 

" Deposited cash in College National Bank, 500.00. (See note above,) 

19. Paid B. D. Lord on account, by check on College National Bank, 150.00. 

20. Sold E. W. & B. W. McMaster, on their note at 20 days, with interest, 60 bu. Peas, 60 bu. Clover 

Seed, 100 bu. Rye. 

22. Received cash of Ogden & Boyce on account, 50.00. 

23. Sold Benj. D. Collins, on account, 50 bu. Barley, 20 bu. Flax, 25 bu. Millet, 100 bu. Wheat 
26. (Student) drew cash from the business for his private use, 100.00. 
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iz^yj^^^ rA ^ f^^^ 






^0 
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T 



iVb. 1 


No. fS 


No. S 


2090.00 


2111.60 


2076.00 


1817.76 


1297.76 


1260.60 



No. 8 


No. 9 


No. 10 


2076.00 


1976.60 


1964.00 


1240.26 


1174.60 


1168.26 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued) 

26. My note of the 6th inst. favor of Smith & Fond, due to-day, has been paid and charged to my 

account at College National Bank {credit Cash), 

NoTB. — A note or other commercial paper made by a depositor, and drawn payable at the bank with which he keeps 
an account, is paid by the bank and charged to his account, on presentation at maturity, the same as if it were a cheeky 
providing, of course, the depositor has sufficient funds in the bank to meet it. 

27. Paid Brewster & Co. on account, by check on College National Bank, 200.00. 

" Sold Ogden & Boyce, on account, 100 bu. Oats, 60 bu. Barley, 25 bu. Rye, 100 bu. com. 

" Received cash of Nathan McDonald, for his note of 12th inst. due to-day. 

29. Received cash of Benj. D. Collins, in full for the invoice of merchandise sold him the 23d inst. 

30. Paid clerks' salaries for the month in cash, 75.00. 
" Deposited cash in College National Bank, 300.00. 

Note to the Student. — Having completed the work of entering the foregoing transactions in your Journal, test the 
correctness of your extensions of Merchandise bought and sold, in the following manner : On a slip of paper, place in one 
column all Merchandise bought, and in another column all Merchandise sold for the entire month. Foot these columns 
and compare the footings thus obtained, with the figures given under the number corresponding with the list which you 
used, and if your work is correct they will agree. The upper amount is the total of Merchandise bought ; the lotoer amount 
the total sold for the entire month. 

MERCHANDISE BOUGHT AND SOLD 

No. 4 LNo. $' No. 6 No. 7 

2061.00 1896.50 2082.00 2122.60 

1250.26 1180.00 1256.26 1260.00 

If your footings of merchandise bought and sold agree with those given above, you will next proceed to post. Give 
Cash a whole page. Merchandise, 30 lines^ Expense, 20 lines% and Bills Receivable and Bills Payable each 16 lines* space. 
Give every other account 10 lines* space. After the posting has been completed, take a trial balance (not a balance sheet) 
to prove that the Ledger is in balance, preparatory to continuing the work of the month of Ma^*. Should your trial bal- 
ance indicate that your Ledger is not in balance, the following directions are to be observed in locating the error. Apply 
the tests in the order in which they are given. 

SPECIAL INSTRUCTIONS REGARDING TRIAL BALANCES 

^Make out every Trial Balance with ink, in proper form, on a Trial Balance sheet. *Do the work 
aarefuUy in every particular. Much time is spent correcting errors that are due, not to a lack of 
knowledge of the work in hand, but simply to alack of care. *A bookkeeper must learn to find mis- 
takes, although a constant effort should be made to avoid them. If the Trial Balance does not at first 
balance, do not be discouraged, for a systematic search will always disclose the error. The accompanying 
instructions should be followed explicitly, and in the order given. 

TO FIND ERRORS WHEN THE TRIAL BALANCE DOES NOT BALANCE 

First. — * Review carefully the addition of the Trial Balance. 

Second. — ^ Find the exact amount out of balance. ' ^ Look for this amount in the Journal, and in all 
other books from which posting is done ; also, look for one half the amount, and see if such amounts are 
posted correctly. 

Third. — ' Review the additions of the Ledger accounts, and see if all footings have been transferred 
correctly from Ledger to Trial Balance. 

Fourth. — ^See if all previous balances and inventories have been brought down below the rulings 
on the proper side. 

Fifth. — *See that no amount has been entered on the wrong side, omitted, or entered twice in the 
Trial Balance. 

Sixth. — '® Check the posting in the order of dates, beginning at date of last Trial Balance, as follows : 

(A) " See that the Journal entries of each transaction balance ; 

(B) "Check each entry in Ledger, in the order of the original posting, as found to be correct. 
Place a check mark in pencil, thus, ^, in the Ledger against each item examined and found to be 
correctly posted. (** Sharpen your pencil and make very small, light check marks that may afterwards 
be erased.) " J^Tever review the posting without checking in the Ijedger. The probable location of an error 
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may frequently be determined by its amount An error of several thousand dollars could only be in ac- 
counts containing large amounts, or a balance placed on the wrong side, or the omission of an account. 
An error of only a few cents is likely to be in interest or discount or the omission of the cents in posting 
some amount. *'If the amount out of balance is exactly 1.00, 10.00, 100.00, 1000.00, etc., the error is 
usually in addition. ^ If the amount out of balance is divisible by 9, the error may be a transposition 
of figures. This point is only valuable in checking over the work that you may not overlook such an 
error. " Poor figures cause many of the errors in bookkeeping. Errors may be made because figures are 
improperly formed, and therefore, are misread ; figures may not be written in columns, thus causing 
mistakes in addition, or corrections may be carelessly made, rendering the figures illegible. A good 
bookkeeper must make good figures. 

^^ The acquiring of a habit of accuracy is one of the valuable things that bookkeeping teaches, and 
a constant effort should be made to improve in this particular. "A permanent record of errors, kept 
perhaps on one of the fly leaves of the text-book, will be of value in showing what errors you are most 
liable to make, and thus enable you to guard against them. 

In case it becomes necessary to review and check the posting, and an error is found by this process, but which is not 
the amount required to make the trial balance prove, correct the error thus discovered ; then find the exact amount still 
required to make the Ledger balance, and again apply the short tests given on page 47 before going on with the examina- 
tion of the posting. Continue In this way until the trial balance balances. 

CORRECTION OF ERRORS 

The manner of correcting an error depends upon the na.ture of it, and upon the book in which it 
appears. As a rule, erasures should not be made in any of the books, and particularly in the books of 
original entry. 

In case of an error consult the teacher for instructions regarding its correction. 

MEMORANDA OF TRANSACTIONS FOR MAY 

1. Bought of Oliver & Kennard, 150 bu. Beans, 100 bu. Peas. Paid them on above, by check, 200.00; 

balance on account. {Credit Cash for the ainount of the check.) 

2. Received of Ogden & Boyce, their note at 15 days in full of account 

3. Paid rent of store for month of April, in cash, 50.00. 

4. Sold J. B. Eddyfield, 100 bu. Peas, 26 bu. Clover Seed, 60 bu. Beans. Received cash, 100.00, and 

his note at 30 days, with interest, for balance. 

6. Paid B. D. Lord in full of account, by check. 

7. Paid Oliver & Kennard, on account, by check, 100.00. 

" Sold Benj. D. Collins, on account, 50 bu. Rye, 25 bu. Clover Seed, 60 bu. Wheat. 

8. Paid April gas bill, in cash, 4.25. 

10. Bought of J. T. & A. H. Gorsline, on my note at 60 days, payable at College National Bank, 100 bu. 

Clover Seed. 
" Received cash of E. W. & B. W. McMaster, in full for their note of April 20th, and 20 days' inter- 
est. {Remember to compute interest and discount at 6%, on a SGO-day ba^sis.) 

12. Gave Brewster & Co. my note at 30 days, with interest, payable at College National Bank, to apply. 

on account, 300.00. 

13. Bought of B. D. Lord, on account, 100 bu. Barley, 500 bu. Oats, 300 bu. Wheat 
'* Sold Hopkins & Son, on their note at 45 days, 150 bu. Beans, 50 bu. Peas. 

15. Benj. D. Collins has returned for credit, by special agreement, 50 bu. Rye sold him 7th inst, at 

the price he paid, less 2 ^ per bu. 
" Deposited cash in College National Bank, 300.00. 

16. Sold A. D. Larkin & Bro., 200 bu. Wheat, 100 bu. Com, 300 bu. Oats. Received cash, 100.00; 

balance on account 

17. Paid Oliver & Kennard, on account, by check, 100.00. 

" Received cash of Ogden & Boyce, in full for their note of 2d inst., due to-day. 

18. Bought of Brewster & Co., on account, 200 bu. Millet, 100 bu. Flax. 

" My note of April 18, favor of W. E. Ross, and 30 days' interest, due to-day, has been paid and 

charged to my account at College National Bank. 
\9. Gave B. D. Lord my note at 16 days, with interest, payable at College National Bank, in full of 
invoice 13th inst. 
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued) 

ft 

20. Sold Morgan, Jessup & Morgan 100 bu. Wheat, 75 bu. Millet, 60 bu. Max. Beceived cash, 

150.00 ; balance on account. 

21. Bought of Jerome Osgood, on my note at 20 days, with interest, payable at College National 

Bank, 175 bu. Beans, 200 bu. Peas, 75 bu. Clover Seed. 
23. Sold Gordon & Fisher, on their note at 15 days, with interest, 75 bu. Peas, 15 bu. Clover Seed, 
55 bu. Beans. 

25. Prepaid my note of 10th inst., favor of J. T. & A. H, Gorsline, by check, less discount to 

maturity, 45 days. 

26. Sold Jas. H. Cone, for cash, 18 bu. Peas, 65 bu. Barley, 35 bu. Millet. 

27. Paid rent of store for May, in cash, 50.00. 

28. Hopkins & Son prepaid their note of 13th inst., in cash, less discount to maturity, 30 days. 
" Deposited cash in College National Bank, 600.00, 

29. Received cash of Morgan, Jessup & Morgan, on account, 100.00. 

30. Sold Ogden & Boyce, on account, 70 bu. Flax, 50 bu. Wheat, 200 bu. Oats, 35 biL Barley, 100 

bu. Corn. 

31. Paid clerks' salaries in cash, 75.00. 

INVENTORIES, MAY 31* 19— 

MERCHANDISE (at cost), 180 bu. Beans, 180 bu. Clover Seed, 50 bu. Wheat, 90 bu. Millet, 107 bu. Peas, 

75 bu. Rye. 
EXPENSE. Office safe, at cost. 

After entering the foregoing transactions in your Journal, you will then post, giving each new 
account to be opened ten lines' space. 

The cash on hand (in safe and in bank), as shown by your cash account, should agree with the 
result given below, under the price list number corresponding to your own. 



No.l 


No.g 


No. 3 


No, 4 


No, 6 


No, 6 


No, 7 


No, 8 


No. 9 


No. 10 


4166.53 


4061.42 


4105.22 


4167.79 


4178.46 


4086.22 


4065.20 


4090.16 


4185.55 


4114.90 



After the posting has been completed, make out a Balance Sheet. If your Trial Balance should 
not balance, consult and follow the special instructions on page 47. Your net gain, or net loss, should 
agree with the result given below, under the price list number corresponding to your own. 

J No, 1 No, 2 No, 8 No. i No. 6 No. 6 No. 8 No. 9 No. 10 f No. 7 

NETQAIN. I^g^^g 93.32 27.02 56.24 51.46 23.82 10.36 .95 13.30 NET LOSS. | ^^^ 

Present your Balance Sheet to the teacher for approval, after which close all the accounts in the 
Ledger, full directions for which are given below. 



GENERAL DIRECTIONS FOR CLOSING THE LEDGER MAY 31, 19- 

Ist. — Open an account in the Ledger with Loss and Gain. (See 144^ P<^9^ 44-) 

2d. — Close Merchandise account. (See I46, IJfiy 149, 150, page 44-) Remember the instructions 
regarding the red and black ink entries \ also, observe carefully the ruling, as shown in the accounts 
closed on pages 42 and 43. 

3d — Close B. D. Collins' account. {See 152, page 44) 

4th. — Close Expense account. (See I46, I48, 149, 150, page 44-} 

5th. — Close Bills Receivable account. (See 152, page 44-) 

6th. — Close Interest account. (See 151, page 44.) 

7th. — Close the accounts of A. D. Larkin & Bro., Morgan, Jessup & Morgan, and Ogden & Boyoa 
(See 152, page 44) 

8th. — Close the accounts of Bills Payable, Brewster & Ca and Oliver & Kennard. (See 152^ 
page 44.) 

9th. — Close Discount account. (See 151, page 44*) 

10th. — Close Loss and Gain account. (See 158, page 44-) 

11th. — Close the Proprietor's account. (See 154, pcig^ 44-) 

After completing the work of closing the Ledger ^ hand your hooka to the teacher for inspection. 

INTRO. BOOKK.EEPI1CO — 4 



SHIPMENTS AND CONSIGNMENTS 



^ A Shipping Business is one in which the proprietor is engaged in buying goods and shipping them 
away to be sold by agents, who receive for their servi es a certain per cent, on the sales. 

'A Commission Business is one in which t) proprietor is engaged in receiving goods from 
others to sell for them in the capacity of an agent, <'eiving for his services a certain per cent, on the 
sales. 

' A Shipping and Commission Business is one m which the proprietor is engaged both in shipping 
and receiving goods to be sold on commission. 

Shipments. — * When property is shipped to be sold on commission, the person who ships it opens 
an account upon his books with ** Shipment," to represent the property which has passed from his 
possession but not from his ownership. * To distinguish different shipments, the name of the person to 
whom shipped and the number of the shipment are generally iised, thus: " Shipment to Brown & Co., 
No. 1." •The person ^ho ships the pitJperty is called the "Consignor." 'The person who receives the 
property is called the "Consignee." * After the consignee has disposed of the property, a statement 
showing the sales and all the charges is rendered to the consignor. Such a statement is called an 
"Account Sales." •The difference between the sales and all the charges is called the "Net Proceeds." 
^ After the shipment has been credited with the net proceeds, it will show either a gain or a loss. " If 
a statement of the business were to be made before receiving an account sales, the value of the shipment 
woidd be treated as a resource inventory. 

BuLE FOR Journalizing Shipments 



^Credit the Shipment, at the time of receiving 
the account sales, for the net proceeds. 



^ Debit the Shipment, at the time the property is 
shipped, for its value (usually the cost), and ail 
expenses. 

Consignments. — "When property is received to be sold on commission, the party receiving it 
opens an account upon his books with " Consignment," to represent the property which has come into 
his possession, but not his ownership. ^ To distinguish different consignments, the name of the con- 
signor is generally used, and the number of the consignment, thus: "J. D. Winslow's Consignment, 
No. 1." ** After the closing entry has been made, debiting the consignment for the charges and net 
proceeds, the consignment will balance. ^'If a statement of the business were to be made before 
closing the consignment, and the charges upon it to the time of the statement exceeded the sales, the 
excess would be a resource ; " if the sales exceeded the charges, the excess would be a liability. 



^ Debit the Consignment for aU charges paid when 
the propeHy is received ; " debit it for all subsequent 
charges, and for the net proceeds. 



Rule for Journalizing Consignments 

" Credit the Consignment for all sales of property 



Shipt. to King & Co., No. 1, 
Mdse., 
Cash., 



Cash, 

Shipt. to King & Co., No. 1, 



Gordon & Bro., Con. No. 1, 
Cash, 



belonging to it. 



EXAMPLE No. I 



Shipped to be sold on our acct. and risk, 
40 tubs Butter, 2000 lbs. net, 16^, 

Paid cartage. 



322 



320 
2 



EXAMPLE No. 2 



Received on account sales of Butter, net 
proceeds remitted in cash. 



367 



50 



367 50 



EXAMPLE No. 3 



Received to be sold on their acct. and risk, 
50 boxes Florida Oranges, 
Paid freight, 



10 



10 



60 
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EXAMPLE No. 4 



Cash, 
Gordon & Bro., Con. No. 1, 



Sold for cash, 
50 boxes Florida Oranges, 



4.00 



200 



EXAMPLE No. 5 



200 







Gordon & Bro., Con. No. 1, 


Rendered account sales 50 boxes Oranges, 


190 












Storage, 


Charges, 






2 








Commission, 


10% on sales, 






20 








Cash, 


Net proceeds remitted. 






168 





The net proceeds, 168.00, are found by deducting from the amount of the sales, 200.00, the total charges as follows : 
Freight 10.00, Storage 2.00, Commission 20.00, making the total charges 82.00. This amount being deducted from the 
sales, 200.00, leaves 168.00 as the net proceeds. 



1. 
5. 



7. 
10. 



12. 
13. 
14. 



17. 

18. 

20. 
21. 

23. 
24. 

u 

27. 
28. 



MEMORANDA OF TRANSACTIONS FOR JUNE 

Commenced the Shipping and Commission business and invested, cash, 4000.00. 

Bought, for cash, 200 tubs Butter, 10,000 lbs., at W ; 200 crates Eggs, 6,000 doz. at 15^ ; 100 

boxes Cheese, 6,000 lbs., at 12^. 
Shipped to Comstock & Daniels, Philadelphia, to be sold on my acct. and risk, 100 tubs Butter, 

6,000 lbs., invoiced at 18^. Paid cartage, in cash, 3.00. {See 4, 5, and 12, page 60 ; aZsOy see 

Example No. 1, page 50, for form of Jouimal entity.) 
Shipped to Lockwood & Co., Jamestown, to be sold on my acct. and risk, 100 crates Eggs, 3,000 

doz., invoiced at 15^. Paid cartage, in cash, 4.00. 
Received from Geissman & Co., New York, to be sold on their acct. and risk, 40 boxes Florida 

Oranges. Paid freight and cartage, in cash, 7.50. {See H, 15, and .19, page 50; also, see 

Example No. 3, page 50, for form of Journal entry.) 
Received from Selleck & Sons, Boston, to be sold on their acct. and risk, 75 boxes Lemons, Paid 

freight and cartage, in cash, 15.00. 
Received from Comstock & Daniels an account sales of the Butter shipped them 5th inst. Our 

net proceeds remitted in cash, 1008.50. {See 8, 9, 10, and 13, page 50 ; Example No. 2, page 50.) 
Sold, for cash, 40 boxes Florida Oranges, belonging to Geissman & Co.'s Con. No. 1, at 4.00. 

(See 21, page 50 ; see also Example No. 4i P<^9^ ^-^O 
Closed Geissman & Co.'s Con. No. 1, and rendered them an account sales. Storage charges, 2.00. 

Commission, 10% on sales, 16.00. Geissman & Co.'s net proceeds remitted in cash, 134.50. {See 

20, page 50 ; see also Example No. 5, page 51.) 
Received from Geo. J. Johnson, Baltimore, to be sold on his account and risk, 200 bunches 

Bananas. Paid freight and cartage, in cash, 10.50. 
Shipped Craig, Cook & Co., Detroit, to be sold on my acct. and risk, 100 boxes Cheese, 6,000 lbs., 

invoiced at 12^. Paid cartage, in cash, 3.00. 
Sold, for cash, 50 tubs Butter, 2,500 lbs., at 24^; 50 crates Eggs, 1,500 doz., at 18^. 
Received from Lockwood & Co., an account sales of 100 crates Eggs, shipped them 7th inst. My 

net proceeds remitted, in cash, 425.50. 
Bought of the Meaker Dairy Co., on acct. 30 days, 50 tubs Butter, 2,500 lbs., at 18^^. 
Sold, for cash, from Selleck & Sons Con. No. 1, 75 boxes Lemons at 3.50. 

Closed Selleck & Sons Con. No. 1, and rendered them an account sales. Storage charges, 3.50. 
Commission, 10% on sales. Their net proceeds remitted in cash. 
Shipped Morgan Bros., Albany, to be sold on my acct. and risk, 50 tubs Butter, 2,500 lbs., 

invoiced at 18 1^. Paid cartage, in cash, 1.50. 
Received from Craig, Cook & Co., an acct. sales of Cheese shipped them 18th inst. Net proceeds 

due in 30 days, placed to my credit, 850.62. {Debit Craig, Cook & (7o.)i^»^^ 
Received from Geissman & Co., New York (Con. No. 2), to be sold on their account and risk, 

2b bbls., 2,500 Pineapples. Paid freight and cartage, in cash, 8.80. 
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29. Sold D. Deavenport & Co., City, on acct. 30 days, from G. J. Johnson's Con. No. 1, 200 bunches 

Bananas at 2.35, from Mdse. acct., 50 crates Eggs, 1,500 doz., at 18^. 
** Closed 6. J. Johnson's Con. No. 1, and rendered him an acct. sales. Storage charges, 3.00. 
Commission, 10% on sales. His net proceeds, due in 30 days, placed to his credit. 

30. Sold, for cash, from Geissman & Co.'s Con. No. 2, 10 bbls., 1,0(30 Pineapples, at 8^. 

INVENTORY. — 50 tubs Butter, 2,500 lbs., 18 J^, 462.50. 

You will now post, make balance sheet, and close the Ledger. Give each acct. at least thirteen lines. 
In making balance sheet, extend the accounts " Ship't to Morgan Bros., Albany, No. 1," and " Geiss- 
man & Co.'s Con. No. 2," in accordance with instructions 11 and 18 on page 50. Net Gain, 554.87. 

After completing the work of closing the Ledger y Jiand your books to the teacJier, and prepare for an 
examination on all the preceding work. 

QUESTIONS FOR REVIEW 

Page 6. — * What is Bookkeeping ? * The object of it ? ^ How many methods, and what are they ? ♦ 

* What is journalizing ? " What must be the condition of the debits and credits in every Journal entry ? • 
^** How may the Day Book and Journal be combined ? ^" Describe the Ledger. ^^ What is an account ? • 

* What is posting ? ^ How are the books in double entry classified ? ^ What is a Principal Book ? 
•*An Auxiliary Book ? ^How many kinds of accounts in double entry? How may the debits and i 
credits in any business transaction be determined ? Page 6. — ^^^ Give the general rules for journaliz- | 
ing. ®^Into what two general classes are the three kinds of accounts divided? ^'When does an \ 
account exhibit a Loss ? ^ When a Gain? ^ When a Resource ? ** When a Liability ? * Upon which 
side is the excess when an account shows a Resource ? * When it shows a Loss ? ^ When it shows a 
Gain ? ^ When it shows a Liability ? ^*^* Give the rule for journalizing the Proprietor's account. 
Page 8. — *^**Give the rule for Cash. *^*What is included, usually, under this title? •*When there 

is any difference in this account, which side will always be greater ? ® Why ? **^ What is the differ- 
ence, and what does it show ? Page 9. — ^"^ Give the rule for Mdse. " What is usually included under 
this title? •^What exception to including all goods under the general heading Mdse.? ^^"Give the 
rule for Bills Receivable. " What is usually included under this title? * Which side of the account 
will always be greater, when there is any difference, and wl^'y ? "''•What is the difference, and what 
does it show ? Page 10. — **^Give the rule for Bills Payable. ® What is included under this title? 
*"* Which side of the account will always be greater, when there is any difference, and why ? *^' What 
is the difference, and what does it show ? Page 11. — ^* Give the rule for Expense. " What is usually 
included under this title ? "What exceptions to including all such items under this title? *"'*Give 
the rule for Interest and Discount. ^ To what other accounts will the rule for Interest and Discount 
apply ? Page 24. — ^^ From what does double entry bookkeeping take its name ? Page 26. — ^ What 
is a Trial Balance ? *^"'* Why does the Trial Balance not prove the work to be absolutely correct ? Page 
30. — ' What does an inventory generally represent ? ? What may it represent ? ' What will an inventory 
show in each case ? ^ How is .an inventory usually taken ? * What price is generally placed upon the 
goods ? * In what other way may an inventory be found ? Page 31. — ^ For what purpose is a Balance 
Sheet made ? ' Describe the Balance Sheet. ^"" Explain both methods of finding the gain on Mdse. 
account, when there is an inventory. Page 32. — *' What is the difference between the total gains and 
total losses called ? Could the net gain or net loss be found if no accounts showing losses and gains were 
kept ? If so, what is the object of keeping these accounts ? ^'^ Give the two ways of finding the 
Present Worth of the proprietor. ^ When the liabilities exceed the resources, what is the difference 
called ? Page 41. — ^^ How often, usually, and for what purpose, are the accounts showing losses and 
gains closed in the Ledger ? "^ When, and for what purpose, are all of the accounts in the Ledger 
closed? Page 44. — '*'"**^*^**^ Explain closing accounts having resource inventories. *""* ***-**® Having 
liability inventories. "^Accounts showing gains and losses having no inventories. ""Accounts show- 
ing resources and liabilities. '^ How is the Loss and Gain account closed ? How in case of a partner- 
ship ? ^ How is the Proprietor's account closed ? Pages 47-48. — *"^ Tell how to find errors when the 
Trial Balance does not balance. '* What is the character of the error, generally, when it is an even $ 1, 
9 10, * 100, $ 1000, etc. ? ^' How may the error have been caused, if it is divisible by 9 ? *In examining 
the posting, why is it necessary to place a check mark in the Ledger ? Page 50. — ^^' Explain Ship- 
ments and give the rule for journalizing them, ""** Explain Consignments and give the rule for 
journalizing them. What will a Shipment account show after the net proceeds have been credited ? 
What will an unclosed Consignment account show ? 



DRAFTS 



*A Draft is the written order of one party upon a second, requesting the payment of a sum of money 
to a third. *The primary object of the draft is to obviate the risk, inconvenience, and expense incident 
to transmitting money from place to place. To illustrate : 



EXAMPLE No. I 

Daniel H. Manning, of Rochester, N.Y., owes $2550 to W. H. Farley, of San Francisco, Cal., and 
Henry D. Morgan, of San Francisco, Cal., owes $ 2550 to Daniel H. Manning, of Rochester, N. Y. Now 
it will be readily seen that the payment of $ 2550 by Morgan to Farley, at the request of Manning, would 
cancel the indebtedness of both parties, and save Morgan the risk and expense of sending that amount of 
money from San Francisco to Rochester, to pay his debt to Manning, and likewise save Manning the risk 
and expense of sending the same amount from Rochester to San Francisco, to pay his debt to Farley. 

To effect such a settlement of the indebtedness above described, a draft is employed as follows: 

FORM OF DRAFT 






• ^^^y • 



r/, /f- 




/2SSC?. 



\^^^.._^&v-t^£czyU. 




After Manning has drawn the draft in the form shown above, he sends it by mail to Farley, who, 
upon its receipt, presents it to Morgan for payment; if paid, the indebtedness of both Morgan and 
Manning will have been as fully discharged as if the money had been actually sent from San Francisco to 
Rochester by Morgan, to pay Manning, and then back again from Rochester to San Francisco by Manning 
to pay Farley. 

From the foregoing explanations it will be seen that the primary object of the draft is the settlement 
of indebtedness between persons residing in different places, without the actual transmission of money, 
and although drafts may be drawn in a variety of forms and used in various ways, yet the principal use 
of the instrument remains the same ; viz. the payment of debts without the risk, inconvenience, and ex- 
pense of sending money. Safety in the payment of the money to the proper person is assured by having 
the draft made payable to Farley's order, so that even if it were lost or stolen before being received by Far 
ley, it would be of no value to the illegal holder, as it would not be paid without Farley's indorsement. 

63 
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THE PARTIES TO A DRAFT 

•The parties to a draft are Drawer, Drawee, and Payee. *The party drawing the draft is the Drawer. 
•The party upon whom the draft is drawn is the Drawee. •The party in whose favor the draft is drawn 
is the Payee. 

In the foregoing draft Daniel H. Manning is the Drawer, Henry D. Morgan is the Drawee, and 
W. H. Farley is the Payee. 

The entries which the parties will make in their books of account, in connection with the settlement 
of their indebtedness by means of the foregoing draft, are given below. 

ENTRIES OF THE DRAWER, DRAWEE, AND PAYEE IN THE FOREGOING DRAFT 



W. H. Farley, 2550.00 

Henry D. Morgan, 2550.00 



(a) Manning's entry when he draws the draft and remits 
it to Farley on account. 

Manning debits Farley because he gets out of Farley's debt, and he credits Morgan because Morgan 
gets out of his debt. 

(b) Morgan's entry when the draft is presented and he 1 Daniel H. Manning, 2550.00 

pays it in cash. J Cash, 2550.00 

Morgan debits Manning because he gets out of Manning's debt, and he credits Cash because it is 
paid out, 

(c) Farley's entry when he presents the draft for payment 1 Cash, 2550.00 

and receives cash. J Daniel H. Manning, 2550.00 

Farley debits Cash because he receives it, aiid he credits Manning because Manning gets out of Jiis 
debt. 

The pupil will now write the foregoing draft, on foolscap paper, observing carefully the model form 
for wording and arrangement. Next study and be prepared to answer the following 

QUESTIONS 

What are the parties to a draft called ? Who is the Drawer of the foregoing draft ? Who the 
Drawee ? Who the Payee ? What gives Manning the right to draw the draft on Morgan ? Why does 
Manning send the draft to Farley ? Which two of the parties to a draft usually reside in the same place ? 
When this draft has been paid, what has been accomplished by its use ? 

EXAMPLE No. 2 ^/^ 

W. G. Harding, of Baltimore, Md., owes Arthur Hamilton, of Buffalo, N.Y., $500, and Frank F. 
Wood, of Buffalo, N.Y., owes W. G. Harding a like amount. The indebtedness of the two parties is set- 
tled by a sight draft. 

The pupil will write the draft called for in the above memorandum, in proper form, at the top of a 
sheet of foolscap paper, and below the draft write answers to the following 

QUESTIONS 

Who is the Drawee of the above-mentioned draft ? Who the Payee ? Who the Drawer ? Why 
should Wood honor (that is, pay) the draft drawn on him by Harding ? Give the Drawer's entry and the 
reason for it. The Drawee's entry and the reason. The Payee's entry and the reason. State the relations 
of the parties as debtors and creditors before the draft was drawn. How were these relations affected 
by the payment of the draft ? 

HOW DRAFTS ARE DRAWN WITH REFERENCE TO TIME 

^Drafts may be drawn with reference to time in three ways, viz. : * At sight (as in the preceding ex- 
amples), 'a specified number of days after sight (that is, after acceptance), or ^°a specified number of days 
after date. The first are called ""Sight Drafts'^ the other two are called ""Time Drafts." 

^^ Sight Drafts are payable as soon as. seen, and ^^are presented, therefore, for payment. ^ A check on 
a bank embodies the essential features of a sight draft. 

"Time Drafts are payable at a future time, and *'are presented for acceptance. ***" Acceptance," 
when applied to drafts, signifies the written acknowledgment of the Drawee, that he agrees to the 
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conditions named in the draft, and thus by '^ accepting '^ it, promises to pay the draft when it becomes 
due. ^•This he does by writing across the face of the draft the word "Accepted," the date, where 
payable, and his signature. ^The acceptance should properly be made in red ink, to distinguish it 
from the other writing in the draft, but *' this is not absolutely necessary, and is not always observed 
in business. ** It is not necessary to date the acceptance when the draft is dravm at a given number of 
days after date, and although it may be done, it does not affect the maturity of the draft. ^If no place 
of payment is incorporated in the acceptance, the draft, when due, is to be presented at the drawee's 
oflBce for payment. 

** It is quite a common practice in business when a Sight Draft is presented, for the drawee, if he keep a bank 
account, to accept it payable at his bank, the same as if it were a Time Draft. ^ It is then at once presented at the bank, 
paid and charged to his account the same as if a check had been given. This is not an ** acceptance" in the full technical 
sense, but is rather an order on the bank to pay the draft and charge it to the drawee's accouut. 

EXAMPLE No. 3 

John L. Green, of Hartford, Conn., desires to pay to Morgan & Co., of Boston, Mass., whom he owes, 
the sum of $2316.50. To do this he finds it necessary to make a draft on King & Chase, of Boston, who 
owe him at least an equal amount, and which is due in thirty days, and he therefore makes the following 
draft: 

FORM OF TIME DRAFT. AFTER DATE 



: Z^/f^ 



^Z3/i^ 




.3t^Mt4^. 






After drawing the draft, Green remits it to Morgan & Co., who present it to King & Chase for 
acceptance, — that is, for their consent to the conditions named in the draft, — and this they do by 
writing across the face of the draft as shown in the form above. By tliis act they issue a written 
promise to pay, and the accepted draft becomes to King & Chase, therefore, a Bills Payable. The 
draft being returned to Morgan & Co, bearing the written promise to pay of another party, becomes in 
their hands a Bills Receivable, 

The pupil will write the above-mentioned draft on foolscap paper in proper form as shown in the illus- 
tration, then study carefully ^,he following entries and the explanations given in connection with them. 

ENTRIES OF THE PARTIES TO THE FOREGOING DRAFT 

(a) Green's entry when he draws the draft and remits it to 1 Morgan & Co., 2316.50 
Morgan & Co. on account. J To King & Chase, 2316.60 

Green debits Morgan & Co. because he gets out of their debt, and he credits King & Chase because 
they get out of his debt. 

(b) King & Chase's entry when the draft is presented to them 1 John L. Green, 2316.50 

and they accept it. J To Bills Payable, 2316.50 

King & Chase debit Green because they get out of his debt, and credit Bills Payable because they 
have issued their written promise to pay. 

The written acknowledgment and consent to the conditions named in the draft by King & Cbase, as embodied in their 
acceptance, make it as much a Bills Payable to them as If they had given Morgan & Co. their note for a like amount 
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(c) Morgan & Co/s entry when they receive the draft from 1 Bills Beceivable, 2316.50 

Green and it is accepted by King & Chase. j To John L. Green^ 2316.50 

Morgan & Go. debit Bills Beceivable because they have received another party^s vnitten promise to 
pay, and they credit Green because he gets out of their debt, having by the draft ordered King & Chase to 
pay the money to Mobgan & Co. for him. ^ 

"The Payee has no legal claim against the Drawee until the draft has been accepted. ''If the draft 
is not paid by the Drawee, the Payee will have the same remedy against the Drawer which he would 
have against him as an indorser on a note. 

EXAMPLE No. 4 r/^ 

W. J. Grant, of Kansas City, Mo., owes Rockwell & Co., of New Orleans, La., $1525.50, and Pratt 
ft McNeeley, of New Orleans, La., owe W. J. Grant a like amount. This indebtedness is settled by 
draft at 60 days from date, Dec. 10, 19 — . Draft is accepted payable at the Creole National Bank. 

The pupil will write in proper form the draft called for in the foregoing memorandum. 

EXAMPLE No. 5 

Perry & JacksoQ, of Baltimore, Md., draw a draft dated Oct. 25, 19 — , at ten days' sight, for $2414.25 
on J. V. Wentworth, Albany, N.Y., favor of Willitson, Burgess & Hait, and remit it to them on account. 
The draft is accepted Oct 31, 19 — , payable at Traders Bank. 

FORM OP draft after SIGHT 



$ ^4^/4<.%. 




Baltimore, Md.,. 



CQr^^r 



€. 190 






(s^Z/!xy:;^ 










Pa, to 



or order. 



/7-C/^J^^..^y;^ ^y^aa Dnlljir.. 



To 

No. 



id charge to account of 



^ 




-^^^^y ;^ (£^^^.^^.^;7^^ 



The above draft differs from the one under Example No. 3, by *• being drawn a given number of 
days after sight (t.e. after acceptance), instead of after date, ^ necessitating the dating of the acceptance 
in order to show maturity, as the time for which the draft is drawn begins at the date of the acceptance. 
•The entries would be the same as in the other draft. 

The pupil will write the above draft, observing the general arrangement of form of draft in Example 
Ko. 3| which is wholly written, accept it, and be prepared to make the entries for the three parties. 

EXAMPLE No. 6 K 

(Jea T. Johnson, of Denver, Col., being indebted to Morgan & Weeks, of Cleveland, 0., in the sum 
of 1^1000, he pays them by a draft dated Jan. 14, 19 — , at 60 days' sight, on Osgood, Tower & Co., of 
Cleveland, 0., who owe him. The draft is accepted Jan. 20, 19 — ^ payable at Buckeye National Bank. 

The pupil will write the draft called for in the above memorandum, and make the entries for all the 
parties. 

QUESTIONS 

In how many ways may drafts be drawn with reference to time ? What are they ? What are the 
two kinds of drafts called ? State for what purpose each is presented to the Drawee. What is meant 
by "Acceptance" as applied to drafts? How is a draft accepted ? Where is the draft to be presented 
when due, in case no place of payment is included in the acceptance ? What is a common practice in 
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business as to the manner of paying sight drafts ? Name the Drawee, Drawer, and Payee of the draft 
in Ex. No. 4. Give its date of maturity. State the relations of the parties as debtors and creditors 
previous to the drawing of the draft. Give, in writing, the entries which each party will make in con- 
nection with the draft, and be prepared to state in each case the reason for such entry. What is required 
in a draft drawn after sight that is not required in one drawn after date ? A draft is dated Dec. 31, 
19 — , drawn at two months after date^ when is it due ? A draft is dated Oct. 26, 19 — , drawn at 90 
days' sight, and accepted Oct. 31, 19 — ; when is it due? When does the time on a draft drawn after 
sight commence to mature ? When on one after date? 

DRAFTS FOR COLLECTION AND DISCOUNT 

^ In addition to their use as a convenient and safe medium of exchange between different places, 
drafts are also employed for the purpose of making collections. Such drafts are made payable to the 
order of the drawer, or to the order of a bank, and are either discounted at a bank or left there for 
collection. ®The use of such drafts is an effectual means of making collections as the drawee is 
compelled to pay or suffer the loss of credit incident to a protest of his paper ; the draft thus may 
become, in a measure, a weapon for enforcing the payment of debts. ® Business men sometimes find 
it necessary to draw on a customer in advance of the maturity of his account, in order to obtaiu cash 
for immediate use. This they do by drawing the draft at such number of days as will extend the 
payment on it to the time the account is due, and then deposit the draft in the bank, or otherwise dispose 
of it for cash less the discount 

EXAMPLE NO. 7 

James D. Martin, of Toledo, 0., draws a draft in favor of himself for $500, dated Nov. 7, 19 — ^ 
at 60 days from date, on Armour, Kean & Co., Chicago, 111., and sells it for cash, less 60 days' discount^ 
to Robt. Dowd & Bro. 

** There need necessarily be but two parties to a draft. "The Drawer may make the draft payable 
to himself (using "myself," "ourselves," or the drawer's name), and it may then be placed in the bank 
for collection, or it may be discounted, if the drawer's credit is good. 



FORM OF DRAFT, TWO PARTIES 



$S00m 



Toledo, 0., J^ov. 7, 19— 



Sixty days after date, pay to the order of m^yself. 
Five Hundred Dollars, value received, and charge to the 



account of 

To Armour, Kean Si" Co., 

Chicago,, III. 



James D. Martin. 



The Drawer in this case is also the Payee* ''When Martin disposes of the draft to Robt. Dowd & 
Bro., he must endorse it ^This he may do by simply writing his name across the back of the draft, 
or *by writing Pay Robt. Dowd & Bro.^ or order^ and signing his name underneath. ^The first is called 
a Blank endorsement; ^ the second a I\dl endorsement » 

** Drafts, notes, checks, or other commercial paper, when drawn payable to order, must be endorsed 
by the Payee if transferred to other parties. 

Assuming that Martin -transfers the foregoing draft to Dowd & Bro. by a full endorsement, and that 
Dowd & Bro., when they present it for payment to Armour, Kean & Co., endorse it in blank, the endorse- 
ments will appear on the back of the draft as shown on the following page : 
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.LLUSTBATION OF FULL AND BLANK INDOBSEMENTS 




ENTRIES OF THE PARTIES TO THE FOREGOING DRAFT 

(a) Martin's entry when he draws the draft and sells it I t^. ' ^ '^^ 
^ T>\ fx J p T^ / 1.1 XI. J- I. r Discount, 5,00 

to Robt. Dowd & Bro. for cash less the discount. . rr o r^ tf/M^ r^ 

J Armour, Kean & Co., 500.00 

Martin debits Cash because received; debits Discount because he aUoivs it to others; credits AKMouRy 

Kean & Co., because they get out of his debt 

/,N -f^ ^ o T» , X i_ xT_ i_ xr J i»x ^ 1 Bills Receivable, 500.00 

(b) Dowd & Bro.'s entry when they buy the draft of I r h 4Q^ 00 

Martin for cash less discount. f -r^- ' . p- \/\ 

) Discount, o.OO 

Dowd & Bro. debit Bills Receivable because they receive the written obligation of otiier parties^ due 

at a future time; credit Cash because paid out; credit Discount because it is allowed to them, 

(c) Armour, Kean & Co.'s entry when the draft is pre-1 James D. Martin, 500.00 
sented and they accept it. J Bills Payable, 500.00 

Armour, Kean & Co. debit Martin because they get out of his debt; credit Bills Payable because 
they issue their written promise to pay y due at a future time. 

(d) Armour, Kean & Co.'s entry when the above accept- 1 Bills Payable, 500.00 

ance becomes due and they pay it in cash. j Cash, 500.00 

Armour, Kean & Co. debit Bills Payable because they redeem their written promise to pay; credit 

Gash because paid out. 

When the draft is presented to Armour, Kean & Co. for acceptance, they may prefer to pay it at 

once instead of accepting it, provided the holder will allow them the discount for the time it has to run. 

Assuming that this is done, the entry would be as follows : 

(e) Armour, Kean & Co.'s entry should tliey pay the ^ James D. Martin, 500.00 
draft on presentation, in cash, less discount, instead of accept- 
ing it. 

Armour, Kean& Co. debit Martin because they get out of his debt; credit Cash because paid out; 
credit Discount because it is allowed to them. 

Even if they accept the draft, circumstances may arise which make it desirable for Armour, Kean • 

& Co. to pay the acceptance before maturity, the holder of it allowing them the discount for the time it 

has to run. Their entry in such case would be : 

Bills Payable, 500.00 

Cash, 496.25 

Discount, 3.76 

Armour, Kean & Co. debit Bills Payable because they have redeemed their written promise to pay; 

credit OA&a because paid out; credit Discount because it is allowed to them. 



Cash, 
Discount, 



495.00 
5.00 



(/) Armour, Kean & Co.'s entry should they prepay their 
acceptance as above, in cash, less 45 days' discount. 
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EXAMPLE NO. 8 

Parker & Chase buy of Charles D. Steele, for cash, less 60 days' discount, his draft dated at Pitts- 
burg, Pa., Dec. 30, 19 — , drawn in his own favor at 60 days' sight on Alex. Gardner & Co., New York, for 
9 890.40. 

QUESTIONS 

In the draft under Example No. 7, who is the Drawer ? Who the Drawee ? Who the Payee ? Under 
what circumstances may there be but two original parties to a draft ? What is required to be done by 
the Payee of a note, check, or draft which is drawn payable to his order, in case he desires to dispose of 
it ? What are the two common forms of endorsement called ? Describe both. Write the draft required 
in the memorandum under Example No. 8. The Payee transfers it by a full endorsement to the parties 
who buy it of him. Make the endorsement. Assume that Parker & Chase transfer the draft by a full 
endorsement to 0. W. Latimer, who endorses it in blank when it is paid at maturity. Make the other 
endorsements. The draft is accepted Jan. 2, 19 — , payable at Broadway National Bank. Write the 
acceptance. Show date of maturity. Make Steele's entry when he sells the draft to Parker & Chase. 
Make Parker & Chase's entry when they buy it. Make Gardner & Co.'s entry when they accept it. 
Make Gardner & Co.'s entry, assuming that they paid the draft when it was presented, less 60 days' dis- 
count, instead of accepting it. Make Gardner & Co.'s entr^ assuming that they accepted the draft and 
subsequently paid the acceptance 40 days before it was due. 

SPECIAL INSTRUCTIONS FOR JOURNALIZING DRAFTS 



DRAWER'S ENTRIES 



^ When he draws a draft and remits it to the Payee, to apply 1 Payee, 
on account, he makes 

^ When he draws a draft and disposes of it, less discount, ] Cash, 
receiving cash for the proceeds. ' Discount, 



Drawee. 



Drawee. 



DRAWEE'S ENTRIES 
^ When he accepts a draft drawn on him on account. 

^ When he pays a sight draft on him, in cash. 

^ When he prepays a time draft, in cash, less discount, instead 
of accepting it. 

^ When he pays his acceptance at maturity, in cash. 

PAYEE'S ENTRIES 

^ When he receives a time draft from Drawer, to apply on ' 
account. 



Drawer, 



Drawer, 



Drawer, 



Bills Payable, 



Bills Payable 

Cash. 

Discount, 
Cash. 

Cash. 



Bills Receivable, 

Drawer. 



® When the Drawee prepays the draft in cash, less discount, ] Cash, 
instead of accepting it. Discount, 



Drawer. 



*^ When he buys the draft of the Drawer, instead of receiving 
it on account, the Drawer allowing him the discount. 



Bills Receivable, 

Cash, 
Discount. 



GENERAL RULE FOR JOURNALIZING DRAFTS DRAWN ON ACCOUNT 
Debit the persmi who draws a draft on you. ^ Credit the person an whom you draw a draft. 
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OTHER APPLICATIONS OF THE DRAFT PRmCIPLB 

BANK DRAFTS 

*• What are termed " Bank Drafts " constitute a large proportion of the business transacted through 
this medium of exchange. *• Nearly all banks keep money deposited with one or more of the banks 
located at some one of the commercial centers of the country, as New York, Boston, Chicago, San 
Francisco, New Orleans, etc., " against which they draw drafts to sell to their customers for *^ remit- 
tance to creditors, * these drafts passing current as cash *® in the section of country tributary to the 
commercial center where the bank is located upon which the draft is drawn. To illustrate : 

Erastus W. Hooker, of Buffalo, N.Y., owes Lock wood, Bailey & Co., of Bridgeport, Conn., $96.38, 
which he desires to pay. Stepping into the National Exchange Bank, near his place of business, and 
handing to the proper officer cash for the required amount, as stated above, plus the bank's charge for 
the accommodation, which is called " Exchange," he asks for a draft on New York, payable to the order 
of himself. This draft will, when given him, conform in all essential particulars to the following : 

FORM OF BANK DRAFT 



iBtattonal €f Change l^nl^ 



No._t£^ 



. N. K, /Zm^rzi/^ 



Pay to the order of 



Buffalo 



190. 



$ f(^: 



Jf^ 



/ffa 



Dollars 



To First National Bank 
New York 




j'^^^jyf Vf^^^^^j^^^. 



Cashter 



The above form for check and draft, with number and amount in figures at the right side, has been recommended 
by the National Bankers Association, and is being quite generally adopted. The principal advantage claimed for it is, 
that when in a file, or package, all the particulars required for entering in the bank or other books, can be obtained 
without taking the paper out of the file. It is also claimed that there is less liability of errors in the amounts when they 
come near together. 

Hooker has now in his possession, in a convenient form for transmission by mail, a substitute for 
money which can be readily used by Messrs. Lockwood, Bailey & Co., in Bridgeport, and which will 
be as acceptable to them as the money itself. Indorsing the draft in full to Lockwood, Bailey & Co. 
(see 38 and 41, page 57, for explanation of a full endorsement), he incloses it to them in a letter, and 
upon its receipt they may deposit it in the bank where they keep their account, or they may send it in 
like manner to another party to pay a debt they owe, or use it for other commercial purposes. 

To insure safety in the payment of a draft or check to the proper person, banks require, in case the person presenting 
the paper for payment is unknown to them, that be be identified — that is, that some person who is known to them shall 
vouch for him as being the person he claims to be. This custom adds greatly to the safety of this method of making remit- 
tances. 

The pupil will study carefully the above form, also the following entries, and the explanations to 
them. 

ENTRIES OP THE PARTIES TO THE FOREGOING BANK DRAFT 

(a) The Buffalo bank's entry when it draws the draft I ^ ' 
and sells it for cash, charging \ % exchange. 



To First Na'tl Bank, N.Y., 96.38 
Exchange, .24 



The Buffalo Bank debits Cash because it is received; credits First National Bank /or the draft 
dravm on it; credits Exchange because it has been allowed to the bank. 
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(6) Hooker's entry when be buys the draft and remits 
it to Lockwood^ Bailey & Co., on account. 



Lockwood, Bailey & Co^ 96.38 
Exchange, .24 

Cash, 96.62 

HooKEB debits Lookwood, Bailet & Co. because lie gets out of their debt; debits Exchange because- 
U is aUotved by him ; credits Cash because he parts with cash, 

(c) Lockwood, Bailey & Co.'s entry when they receiyel Cash, 96.38 

the draft from Hooker to apply on account. J Erastus W. Hooker, 96.38 

Lockwood, Bailey & Co. debit Cash because it is received; credit Hooker because he gets out of their 
debt. 

(d) The New York bank's entry when it pays the draft 1 National Exch. Buffalo, 96.38 
drawn on it by the Buffalo bank, in cash. J Cash, 96.38 

The New Yoek Bank debits the Buffalo Bank for the draft paid on its account; credits Cash 
because paid out. 

EXAMPLE No. 9 

Henry W. Brown, of Syracuse, N.Y., who is a depositor in the Salt City Bank, and who has funds 
there to his credit, desiring to make a cash purchase of Sherman & Co., of Newark, N.J., amounting to 
11^34.25, buys a New York draft at the aboye-mentioned bank, and pays for the same by check. The 
bank charges 15^ exchange. Brown endorses the draft in full to Sherman & Co., and they endorse it in 
blank and deposit it in their bank. The check and draft are both dated May 22, 19 — . 

The pupil will write up in proper form, first, the check mentioned above. (For form of check 
see page 47.) In the check in place of the Payee's name write " N.Y. draft 34rj^^ and exch. 15^," and 
omit the word " order " or " bearer.'^ This explains what the check was given for, and it also furnishes 
to the bank clerk convenient information for making out the draft. 

Next write the draft referred to above, and show the endorsements on the back of it. Then make 
the entries of all the parties for the above transactions, and be prepared to answer the following 

a 

QUESTIONS 

What is a Bank Draft ? What gives one bank the right Uj draw a draft on another? How are 
these drafts treated by the parties receiving them ? Where are they so treated ? How should a draft 
be endorsed when it is transmitted by mail ? Why ? How endorsed when deposited in bank ? In 
the draft mentioned in Ex. 9, who is the Drawer? Who the Drawee? Who the Payee? Who the 
Endorser ? Who the Endorsee ? 

• 

ORDERS PAYABLE IN MONEY AND PAYABLE IN GOODS 

® There is practically no difference between an Order, payable in money, and a sight draft, * except 
that, usually, all of the parties to an order reside in the same place, while in the draft the Drawer, as a 
rule, resides in one place and the Drawee and Payee in another. 



FORM OP OBDER PAYABLE IN MONEY 



925^ 



Toledo, 0., May 16, 19—. 
JOHK Bartlett, Jr., S74 Summit St., will please pay the bearer 



Twenty^five Dollars, and charge the same to my account. 



WM. E. COLEMAN. 



It will be readily seen that, although the wording and arrangement of the above order are some* 
what different from that of a draft, yet it is the same in principle, there being three parties to it; 
Coleman as Drawer, Bartlett as Drawee, and Bearer (whoever he may be) as Payee. ® The relations 
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which they sustain to each other are also identical with the parties to a draft. Bartlett owes Coleman 
and Coleman owes Bearer. On receiving the order from Coleman, Bearer will present it to Bartlett for 
payment, and, if paid, the indebtedness of the parties will be canceled, or so much of it as is covered by 
the order. 

FORM OF ORDER PAYABLE IN GOODS 



$153«y\r Detroit, Mich., June 21, 19—. 

E. J. Hartmann & Co, 1244 Jefferson Ave,, wiU please deliver to bearer 
OrocerieSy not exceeding in amount Fifteen Dollars, and charge the same to my amount. 

m 

MOSES H. BECKER. 



It will be seen that the above form differs from the previous one only by being made payable in 
goods instead of money. An order payable in goods is not negotiable. 

POST OFFICE MONEY ORDERS, POSTAL NOTES, AND EXPRESS MONEY ORDERS 

These are now quite generally employed in business for making remittances to distant places. 
They all embody the draft principle as heretofore explained and illustrated. 

QUESTIONS 

How does an order drawn payable in money differ from a sight draft? Draw an order on 
Samuel Jones, 15 Clark St., in favor of Henry Banning, or order, for Twelve Dollars and Fifty Cents, 
payable in money. Should Banning desire to transfer this order to Wm. Walker, what would it be 
necessary for him to do before Walker could collect on it ? Draw an order on one party in favor of 
another for a quantity of goods. Who only can collect on this order ? 

MISCELLANEOUS EXERCISES ILLUSTRATING DRAFTS 

Before corameucing upon the work of the exercises given below, the student will procure a sheet of 
Ledger paper and open accounts with the following persons, debiting those who owe him and crediting 
those whom he owes. 

■ 

THE FOLLOWING PERSONS OWE STUDENT ON ACCOUNT: 

July 1, 19—. Jno. D. Gordon, Albany, KY., 1500.00 

" " " Wm. Groves & Son, Cleveland, O., 1800.00 

" " " Elwood & Speers, Chicago, 111., 400.00 

u u a Morgan & Co., Philadelphia, Pa., 2500.00 

STUDENT OWES THE FOLLOWING PERSONS ON ACCOUNT: 

July 1, 19—. Geo. D. Hatch, Chicago, 111., 400.00 

" " " Henry L. Brooks, New York, 1600.00 

" " " Parker Bros., St. Louis, Mo., -- 600.00 

" " " Oliver & Co., Indianapolis, Ind., 1500.00 

After opening the accounts as above instructed, proceed with the work of the exercises which follow, 
making the proper entries for each transaction in the accounts direct, to which they belong. In this 
way the student will readily see the relations which the parties sustained to each other ^?*ior to the 
drawing of the draft and how the drawing of the draft affected those relations. 

MEMORANDA OF TRANSACTIONS 

Oct. 1, 19 — . Drew a sight draft on Elwood & Speers, 400.00, and remitted it to Geo. D. Hatch, on 
account. 

Write the draft, after ichich make the proper entries in the accounts. 
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Oct. 10. Accepted, payable at College National Bank, Oliver & Co.'s draft on me, favor Amos W. 
Clark, dated Oct. 4, at 30 days' sight, for 500.00. 

Write the drafts including the acceptance; show the date of maturity and make the proper entries in 
the accounts, 

Oct. 20. Drew a draft on Morgan & Co. in favor of myself for 2000.00 ; and had it discounted at 
College National Bank, and received credit, less 90 days' discount. 

Write the draft, endorse it in blank and make the proper entries in the accounts, treating the proceeds 
to your credit in bank as cash. 

Oct. 25. Received of Wm. Groves & Son, to apply on account, their draft in my favor for 800.00 
dated Oct. 20, at ten days' sight, on Geo. W. Andrews, of this city. Andrews accepted the draft 
to-day, payable at Traders Bank. 

Write the draft, including the oucceptance; show date of maturity and mxike the proper entries. 

Oct. 31. Accepted, payable at College National Bank, Henry L. Brooks' draft for 900.00, on me, 
drawn in favor of Charles Boyd & Co., and endorsed by them to Stephen D. Hoag, by full endorsement ; 
draft dated Oct. 2% at 60 days' sight. 

Write the draft, includijig the acceptance and the endoi'sement ; show date of maturity and make the 
proper entries in the accounts. 

Nov. 9. My acceptance of Oct. 10, due to-day at College National Bank, has been paid by the 
bank and charged to my account. • 

Make the proper entries, remembering that payments made for you by the bank you are to treat 
as cash. 

Nov. 15. Prepaid a draft drawn on me by Parker Bros., St. Louis, Mo., dated Nov. 12, at 60 days' 
sight, in favor of Owen Fry & Co., 500.00, by check on College National Bank, less discount. 

Write the draft and make the proper entries. 

Nov. 20. Received of Jno. D. Gordon, to apply on account, a sight draft for 500.00, dated Nov. 10, 
and drawn by Lapham & Mead, of Boston, Mass., on the Hartwell Mfg. Co., of this city, favor of 
Gordon, and transferred by him to me by full endorsement. 

Write the draft, indxiding the endorsement, and make the proper entries. 

Nov. 22. Prepaid my acceptance of Oct. 31, by check on College National Bank, less the discount 
for the time it has yet to run. 

Make the proper entries. 

After completing the work as outlined above, present your papers to the teacher for approval, and 
be prepared to answer any of the questions on the subject of Drafts given under the preceding exercises, 
preparatory to commencing the work of the next set embraced in the months of July and August. 

QUESTIONS FOR REVIEW 

Page 53. — 1 What is a draft? ^ The object of it ? nVhat are the parties to a cjraft called ? * Which 
is the Drawer ? * Which the Drawee ? ^ Which the Payee ? Page 54. — ^ In "now many ways are drafts 
drawn with reference to time ? ^^ What are they ? """ A^Tiat are they called ? ^* For what are sight 
drafts presented ? ^ When are they payable ? Page b5. — " For what are time drafts presented ? " When 
are they payable ? ^^ What is meant by " acceptance " ? " How is it done ? ^ When is it unnecessary 
to date the acceptance ? ® Where is a draft payable if no place of payment is mentioned in the accept- 
ance ? ^^ How are sight drafts sometimes paid by business men who keep a bank account ? Page 57. — 
** Is it necessary that there be three persons mentioned in a draft ? " Explain why. * What is a Blank 
endorsement ? Page 58. — ^ A Full endorsement ? *^ When is it necessary to endorse commercial paper ? 
Page 59. — ^°^ Give the special instructions for journalizing drafts. Page 60. — **^ Give the general rule 
for journalizing drafts drawn on account. "^ Define Bank draft, and state how it is used. Page 61. — 
•^* What is the difference between an order payable in money ani a sight draft? ^How do the rela- 
tions of the parties to an order compare with those of the parties to a draft ? 
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BUYING PRICE LISTS FOR JULY AND AUGUST 



DESCRIPTION 



Japan, 



Tea 



Oolong, 



Young Hyson, 



English Breakfast,. 
Coffee 



Hio, 



Java, 

Mocha, 

Maracaibo, 



QUANTITY 



76 lb. Hlf. Ch.,. 



50 « « 



70 
60 

125 

75 

150 

125 



u 



u u 



ii a 



' Bag,. 

' Mat,. 

' Bale, 

' Bag,- 



No. 1 



26^ lb. 

46^ lb. 

33i^ lb. 

30^ lb. 



12^ ^ lb. 
20^ lb. 
25^ lb. 
16J ^ lb. 



2 



30 
60 
33i 
32 



16| 
26 
30 
15 



S 



27 
46 
30 
28 



16 
20 
25 
14 



26 
40 
28 
26 



12* 
18 

22 
12i 



(4 



20 
45 
25 
24 



14 
26 



28 



16| 



6 



25 
60 
30 

28 



16| 
20 
25 
16 



28 
55 
33i 
30 



15 
26 
30 
18 



8 



30 
60 
35 
32 



13 
20 
26 
16| 



9 



27 
46 
30 

27 



12* 
18 

22 

16 



10 



30 
40 
33i 
32 



16 
20 



25 



16| 



SELLING PRICE LISTS FOR JULY AND AUGUST 



DESCRIPTION 



Japan,. 



Tea 



Oolong,...- 

Young Hyson,. 



English Breakfast,. 



Rio,. 



Coffee 



Java, 

Mocha, 

Maracaibo,., 



QUANTITY 



75 lb. Hlf. Ch.,. 



50 « 



u « 



y ii u u 

60 " " " 

126 " Bag,-... 

76 « Mat,.-.- 



160 « Bale, 
126 " Bag,. 



No, 1 



30^ lb. 

50 i lb. 

40^ lb. 

Zl\ ^ lb. 

15^ lb. 
25? lb. 
30 ^ lb. 
20 ^ lb. 



o 



33i 
55 
37i 
36 

20 
30 
33i 
20 



5 



30 
60 
36 
33i 

18 
26 
30 
18 



i i 5\ 



28 
50 
33J 
30 

16i 
22 
26 
16J 



25 

i 

55 
30 

28 

18 
28 
33i 
20 



6 



30 
56 
331 
36 



21 
25 
30 
18 



33i 
60 
37^ 
35 



18 
28 
33J 

22" 



8 



36 
66 
40 

37i 



16i 
25 
30 
20 



30 
50 
33J 
30 



15 

21 
26 
18 



10 



33i 
46 
37| 
35 



18 
24 
30 
20 



FORM OF JOURNAL ENTRY FOR JULY I, 19- 

JULY 1, 19— 



Cash, 


On deposit in College National Bank, 


3500 




Eeal Estate, 


Store and lot, 66 W. 18th St, 


5000 




Belford Bros. & Ca, 


Owe on acct.. 


500 




Geo. H. Collins, 


Owes on acct. 


680 


50 


Perkins & Swift, 


Owe on acct, 


816 


88 


Chas. L. Welch, 


Owes on acct. 


450. 




Student, 


Besources, 






Student, 


Liabilities, 


3176 


25 


Colburn & Dodge, 


Due thera on acct^ 






G. B. Meech & Son, 


Due them on acct. 







10947 

1600 
1676 



38 



25 



THEORETICAL AND PRACTICAL BOOKKEEPING 66 

MEMORANDA OF TRANSACTIONS FOR JULY 

1. Commenced the Wholesale Tea and Coffee business this day, with the following Resources and 
Liabilities : 

RESOURCES (See Remark 1) 

On deposit in College National Bank {see Remark 2) ..^ 3500.00 

Store and Lot No. m West 18th St., valued at (see Remark 3) 5000.00 

Belford Bros. & Co., Danville, owe on acct _ 500.00 

Geo. H. Collins, Geneva, owes on acct .-. 680.50 

Perkins & Swift, Branchport, owe on acct _ 816.88 

Chas. L. Welch, City, owes on acct 450.00 

Liabilities 

Colburn & Dodge, Geneva, due them on acct. ._ _ - 1500.00 

G. B. Meech & Son, Danville, due them on acct 1675,25 

Remark 1. When the proprietor commences business with both resources and liabilities, there are two forms for 
making the Journal entry : 

1. Debit-the resources and credit the proprietor for tfieir sum ; credit the liabilities and debit the proprietor for their 
sum. ( Use this form of Journal in this set. See illustration on page 640 

2. Debit the resources, credit the liabilities, and credit the proprietor for the difference between the sum of the resources 
and the sum of the liabilities. This difference is the Net Investment. ( Use the first form. See illustration on page 6^.) 

Remark 2. Treat the Bank account as Cash, as in the months of April, May, and June. {See note on page 47.) 

Remark 3. Heal Estate is the Ledger title usually employed in journalizing transactions relating to Houses and 
Lands. The same rules apply as in the case of Mdse. (S^ 66 to 74, page 9») 

2. Bought of Lobeck, Durfee & Co., 169 Eeade St., New York, on account at 60 days, the following 
invoice of goods received this day by Commercial Fast Freight Line: 20 hf. ch., 1000 lbs., 
Oolong Tea; 20 hf. ch., 1400 lbs., Y. H. Tea; 30 hf. ch., 2250 lbs., Japan Tea; 10 hf. ch., 600 
lbs., English Breakfast Tea ; 60 mats, 3750 lbs., Java Coffee ; 10 bags, 1250 lbs., Maracaibo 
Coffee ; 10 bales, 1500 lbs. , Mocha Coffee ; 16 bags, 1875 lbs. , Rio Coffee. 

Obtain from the teacher the number of the Price List which you are to use in this set, and then prepare a Price List 
sheet as instructed in note on page 45. 

Make the extensions of the above items mentally as much as possible, using aliquots where convenient to do so. 
Employ, of course, the prices given in your buying list. 

3. Sold Geo. H. Collins, Geneva, on account at 15 days, 5 hf. ch., 375 lbs., Japan Tea; 5 hf. ch., 350 
lbs., Y. H. Tea; 10 mats, 750 lbs., Java Coffee ; 5 bags, 625 lbs., Rio Coffee. 

" Drew a sight draft on Belford Bros. & Co., and remitted same to G. B. Meech & Son, to apply on 
account, 500.00. (See 43, page 59.) 

Write up, in proper form, on foolscap paper, the draft called for above, after which make the entry for the transac- 
tion in your Journal. Write up, in like manner, all of the drafts where directed to do so, and after completing the 
work of the month, present your books together with the drafts, to the teacher for approval. 

5. Received cash of Chas. L. Welch, to apply on account, 200.00. 

6. Accepted, payable at C. N. Bank, Colburn & Dodge's draft, dated July 3, at ten days' sight, favor 
N. A. Perkins, 356.80. ( Write the draft, including acceptance. See Jf5, page 69.) 

" Paid Walker & Co.'s bill for office books, furnished July 1st, in cash, 35.00. 

8. Sold Geo. W. Carter, City, for cash, 2 hf. ch., 100 lbs., Oolong Tea; 1 hf. ch., 70 lbs., Y. H. Tea; 
2 bales, 300 lbs., Mocha Coffee. 

" Deposited cash in C. N. Bank, 200.00. (Memorandum only. See note on page 47.) 

9. Received of Perkins & Swift, to apply on account, their draft, 300.00, dated July 8, at 60 days from 
date, on Scoville, Parks & Howard, this city, in my favor, Which the drawees have this day 
accepted, payable at Traders Bank. ( Write the draft, including acceptance. See 49, page 59.) 

10. Bought of Manchester Safe Co., a safe for office, 250.00. Paid for same by check on C. N. Bank, 
" Drew a draft, at 30 days from date, on Geo. H. Collins, favor of Colburn & Dodge, for 680.50, and 
remitted it to them (Colburn & Dodge) to apply on account, less 30 days' discount. 

COM p. BOOKKEEPING — 6 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued) 

10. Sold Belford Bros. & Co., on account at 30 days, 10 hf . ch., 700 lbs., T. H. Tea ; 10 M. eh., 750 
lbs., Japan Tea; 20 mats, 1500 lbs., Java Coffee; 5 bags, 625 lbs., Maracaibo Coffee. 

** Paid G. B. Meech & Son's sight draft on me, dated July 8, in favor of Tower & Burke, by check 
on C. N. Bank, 250.00. 

12. Bought of Freeman & Guilford, City, on account at 30 days, 20 hf. ch., 1400 lbs., Y. H. Tea ; 

10 hf. ch., 600 lbs., E. B. Tea; 10 bales, 1500 lbs., Mocha Coffee; 10 bags, 1250 lbs., Maracaibo 
Coffee. 

13. Paid Dewey & Carpenter's bill for oflloe furniture, by check on C. N. Bank, 200.00. 

16. Sold Hammond & Boyd, Cooperstown, 5 hf. ch., 250 lbs.. Oolong Tea; 10 hf. ch., 750 lbs., Japan 
Tea ; 10 mats, 750 lbs., Java Coffee. Received cash for one-half the invoice ; balance on account, 
30 days. 

In every computation, if the fraction be one-half cent or more, add another cent ; if less than one-half cent, drop 
the fraction. 

" Drew from the business for private use, 100.00, by check on C. N. Bank. 

16. Drew a draft at 30 days from date, on Belford Bros. & Co., in favor of myself, for the amount of 

the invoice sold them on the 10th inst. Discounted the draft at C. N. Bank and received credit 

for same, less 30 days' discount. (Write Hie draft, including endorsement.) 
« Accepted, payable at C. N. Bank, Lobeck, Durfee & Co.'s draft, 475.50, dated July 10, at 45 days' 

jight, jn favor of themselves, and transferred by full endorsement to Wm. B. Eaton. ( Write 1^ 

draft, including acceptance and endorsement.) 
** My acceptance of 6th inst., due to-day, has been paid by C. N. Bank and charged to my account 

17. Prepaid Lobeck, Durfee & Co.'s draft, 500.00, dated July 15th, at 45 days' sight, favor of McNeil 

& Darby, less 45 days' discount, by check on C. N. Bank. 

18. Sold Perkins & Swift, on account at 10 days, 10 hf. ch., 700 lbs., Y. H. Tea; 5 bags, 625 lbs., Eio 

Coffee ; 10 mats, 750 lbs., Java Coffee. 
** Received of Geo. H. Collins, in full payment of his invoice of July 3, a draft drawn by the Farmers 
Bank of Geneva, H. B. Smith, Cashier, on the Ninth National Bank of New York, in his favor, 
and transferred by him to me by full endorsement. (Write the draft, including endorsement. 
See form of baiik draft on page 60,) 
t 19. Deposited in C. N. Bank the draft on New York, received on the 18th inst. 

20. Scoville, Parks & Howard prepaid their acceptance on 9th inst. in cash, less discount to maturity, 
48 days. 
I " Bought of Lobeck, Durfee & Co., 169 Reade St., New York, on account at 60 days, the following 

I invoice of goods, received this day by Commercial Fast Freight Line : 40 mats, 3000 lbs., Java 

Coffee ; 20 bags, 2500 lbs., Rio Coffee ; 10 bales, 1500 lbs.. Mocha Coffee ; 10 hf. ch., 600 lbs., 
j E. B. Tea; 20 hf. ch., 1500 lbs., Japan Tea. 

I 22. Received of Perkins & Swift, for credit, their draft, 616.88, in my favor, dated July 12th, at 60 

[ days from date, on Freeman & Guilford, this city. Passed the draft to Freeman & Guilford to 

\ ^PPly o^ account, less 30 days' discount. 

Remark. -^Thirty days of the time on this draft are offset by the time on F. & G.^s invoice of July 12. 

■ 

" Deposited cash in College National Bank, 500.00. 

I 23. Sold Belford Bros. & Co., on account at 30 days, 10 mats, 750 lbs., Java Coffee ; 5 bales, 750 lbs., 

t Mocha Coffee ; 5 hf. ch., 375 lbs., Japan Tea. 

) 25. Prepaid my acceptance of the 16th inst., favor of Wm. B. Eaton, by check on C. N. Bank, less 

discount, 36 days. 

26. Received of Chas. L. Welch, cash to apply on account, 100.00. 

27.* Sold Geo. H. Collins, on account at 30 days, 6 hf. ch., 300 lbs., E. B. Tea; 6 bags, 625 lbs., Rio 
Coffee ; 10 mats, 750 lbs., Java Coffee. 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued) 

28. Accepted, payable at C. N. Bank, Colburn & Dodge's draft, 300.00, dated July 26th at 16 days' 

sight, in favor of F. H. Green, 

". Deposited cash in College National Bank, 100.00. 

29. Drew a sight draft on Perkins & Swift for invoice of July 18th, in favor of myself, and deposited 

same in C. N. Bank, receiving credit, less bank's charges for collection, \ %. (Open an 
account with " Collection and Exchange.^') 

" Paid Commercial Fast Freight Line Co.'s bill of freight charges for the month, in cash, 11.65. 
(Debit Mdse.) 

31. Received of Hammond & Boyd, for amount due on invoice sold them July 15th, their draft dated 
July 27th, at 15 days' sight, in our favor, on D. B. Goldfield, of this city, which the drawee 
has this day accepted, payable at Merchants Bank, 

" The valuation placed upon the Store and Lot, the 1st inst., being 500.00 too high, have made an 
entry correcting the same. 

" Paid Employees' salaries for the month, in cash, 125.00. 

INVENTORIES, JULY 31, 

MERCHANDISE 



25 hf. ch., 1500 lbs., English Breakfast Tea. 
20 hf. ch., 1500 lbs., Japan Tea. 

13 hf. ch., 650 lbs., Oolong Tea. 

14 hf. ch., 980 lbs.. Young Hyson Tea. 



20 mats, 1500 lbs., Java Coffee. 
15 bags, 1876 lbs., Maracaibo Coffee. 
23 bales, 3450 lbs.. Mocha Coffee. 
20 bags, 2500 Ibs^ Rio Coffee. 

EXPENSE. — Office Safe, 250.00; Office Books, 35.00; Office Furniture, 200.00; total, 485.00. 

REAL ESTATE. — Store and Lot, 4500.00. 

You will now post. Give Cash 25 lines', Mdse. 20 lines'. Bills Payable 10 lines'. Bills Receivable 10 
lines'. Discount 12 lines', and to all other accounts 10 lines' space each. After completing the posting 
make out a Balance Sheet, and close the accounts shotcing losses and gains, preparatory to admitting a partner 
on August 1, 

If your work is correct, the net gain shown by your Balance Sheet will agree with the result given 
below under the number of the list corresponding to your own. 

r No, 1 No. 2 No. 3 No. 4 No. 5 No. 6 No. 7 No. 8 No. 9 No. 10 
NET GAIN. I g^^^g ^23.18 443.67 416.16 415.37 482.12 356.84 497.03 265.21 372.11 

After completing the work as instructed above, present your books and the drafts called for in the 
text, to the teacher for approval. 

MEMORANDA OF TRANSACTIONS FOR AUGUST 

1. Geo. W. Bigelow has this day been admitted as an equal partner, the firm name to be "Student" 
& Bigelow. 

" Geo. W, Bigelow invests a note made by Alfred L. Decker, in his favor, secured by the endorse- 
ment of W. W. Osgood, dated August 1, 19 — , at 30 days, with interest, and transferred by the 
payee to the new firm by a full endorsement, 3000.00. {Write this note, including the endorse- 
ment^ Bigelow also invests cash for the balance required to make his investment equal to Student's 
present worth. 

Remark. — In a business conducted by a partnership, an account is usaally opened in the Ledger with each partner, 
in which he is credited with his share of the investment, and also with his share of the gains, or is debited with his share 
of the losses. 

A '* Stock ^* account is sometimes ^opened in a partnership business, instead of an account with each partner, which 
is credited with the combined investment of the partners, and at stated periods is credited with the entire net gain of the 
business, or debited with the net loss. In such case a ** Stock Ledger'^ is kept by the partners, upon which each has an 
account showing his interest in the business. In this set the first plan will be followed. 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued) 

1. Transferred Student's credit in C. N. Bank to credit of "Student" & Bigelow; also deposited cash 

4000.00. (Memorandum only,) 

2. Sold Perkins & Swift, on account at 15 days, 5 hf. ch., 300 lbs., E. B. Tea ; 10 hf. ch., 750 lbs., 

Japan Tea; 10 mats, 750 lbs., Java Coffee; 5 bags, 625 lbs., Maracaibo Coffee; 10 bales, 1500 
lbs.. Mocha Coffee. 

3. Prepaid Lobeck, Durfee & Co.'s draft on us, dated August 2, at 30 days' sight, favor Edmund J. 

Olney, by check on C. N. Bank, less 30 days' discount, for balance due them on invoice of July 2. 

" Took out policies of Insurance with North American Insurance" Company, A. K. Cooley, Agent, 

3000.00 on building and 5000.00 on stock. Paid premium by check on C. N. Bank, 120.00. \ 

6. Accepted, payable at C. N. Bank, G. B. Meech & Son's draft, favor Pond & O'Dell, dated July 29, | 

at 30 days' sight, 300.00. I 

" Received cash of Chas. L. Welch, in full of account. 

6. Sold Hammond & Boyd, on account, at 30 days, 10 hf . ch., 600 lbs.,E. B. Tea ; 10 hf . ch., 500 lbs., 
Oolong Tea ; 10 hf . ch., 700 lbs., Y. H. Tea ; 15 bags, 1875 lbs., Rio Coffee ; 5 bales, 750 lbs.. 
Mocha Coffee. 

" Deposited cash in College National Bank, 750.00. 

8. Bought at C. N. Bank, by check, a draft on Ninth National Bank, New York, 166.10, at :^ % 

exchange, and remitted same to Colbum & Dodge, to balance account. i 

I 

9. Accepted, payable at C. N. Bank, Lobeck, Durfee & Co.'s draft on us, favor Hart & Long, dated 

August 8, at 40 days' sight, in full of invoice of July 20. 

^10. Bought of DeVean & Hallock, 27 Washington St., New York, on account, one half subject to 
draft in 15 days, balance in 30 days, the following invoice of goods received this day by Com- 
mercial Fast Freight Line: 40 hf. ch., 3000 lbs., Japan Tea; 50 hf. ch., 3500 lbs., Y. H. Tea; -\ 
20 bags, 2500 lbs., Maracaibo Coffee ; 10 bags, 1250 lbs., Rio Coffee ; 10 hf. ch., 500 lbs.. Oolong 
Tea ; 40 mats, 3000 lbs., Java Coffee ; 20 bales, 3000 lbs.. Mocha Coffee. 

12. Acceptance of 28th ult., in favor of F. H. Green, due to-day, has been paid and charged in at C. N. 

Bank. I 

13. Sold Selden R. Conway, of Burlington, on account at 60 days, 20 hf. ch., 1400 lbs., Y. H. Tea ; 

20 mats, 1500 lbs., Java Coffee. 

15. Gave Freeman & Guilford our check on C. N. Bank, to balance account. , 

** Received cash for D. B. Goldfield's acceptance of July 31, due to-day. 

17. Received of Perkins & Swift, to pay invoice of August 2, their draft on Yates & Potter, of this 
city, in our favor, dated August 15, at 60 days' sight, for 500.00, which the drawees have this 
day accepted; also their sight draft, in our favor, on the Melville Mfg. Co., this city, which has 
been paid in cash, for the balance of the invoice and for 60 days' discount allowed us on tha 
draft on Yates & Potter. -^The Melville Mfg. Co. paid the draft on them in cash. 

19. Deposited cash in College National Bank, 500.00. 

20. Sold Geo. H. Collins, on account at 30 days, 10 hf. ch., 750 lbs., Japan Tea; 5 hf. ch., 250 lbs., 

Oolong Tea ; 20 mats, 1500 lbs., Java Coffee. 

21. Drew a sight draft on Belford Bros. & Co., for amount of invoice sold them July 23, and remitted 

same to G. B. Meech & Son, on account. 

23. Hammond & Boyd having failed in business, have compromised with their creditors at fifty cents 
on a dollar. Received from them cash, on this basis, for invoice of August 6, and closed their 
account. 

This entry may be made by debiting Cash and Loss & Grain, and crediting Hammond & Boyd in the Journal for 
the full amount of their indebtedness. 

A better way, however, is to make an entry in the Journal only for the amount of cash received, post it immediately 
and close their account at once into Loss and Gain. 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued) 

24. Received cash of Alfred L. Decker, in full for his note invested by Bigelow Aug. 1, with interest 
accrued to date, and deposited the cash so received in C. K. Bank. 

26. Drew a sight draft on Geo. H. Collins, favor of ourselves, for amount of the invoice sold him July 27, 

and deposited same in C. N. Bank to our credit, less collection, \ %. 

27. Paid De Vean & Hallock's sight draft on us, favor of themselves, for one half of invoice of 10th 

inst., by check on C. N. Bank. 

29. Sold McLean & Potter, of Oakland, on account at 30 days, 10 mats, 750 lbs., Java Coffee ; 15 bags, 

1875 lbs., Rio Coffee ; 8 hf. ch., 400 lbs.. Oolong Tea ; 10 hf. ch., 600 lbs., E. B. Tea. 

30. Drew a draft on Selden R. Conway, favor of ourselves, at 45 days from date, for invoice sold him 

13th inst. Deposited the draft in C. N. Bank, to our credit, less discount. 

31. Paid Employees' salaries for the month, in cash, 150.00. 
*• Deposited cash in College National Bank, 500.00. 

" Student has this day sold out to his partner, and will engage in the Carpet business on Sept. 1. 



INVENTORIES AUG. 31, 



40 hf. ch., 3000 lbs., Japan Tea. 
34 hf. ch., 2380 lbs., Y. H. Tea. 



MERCHANDISE 

30 bags, 3750 lbs., Maracaibo Coffee. 
28 bales, 4200 lbs., Mocha Coffee. 

EXPENSE. Safe, Office Books and Office Furniture, valued at 10% less than cost, 436.50; Insurance — 
unearned premium, 110.00. Total, 546.50. 

REAL ESTATE. Store and Lot, 4500.00. 

You will now post, make out a Balance Sheet, and close the Ledger. Arrange the summary of 
your Balance Sheet as shown in the form given below. If Trial Balance does not balance, see page 47. 



Student's Net Gain, 
Brown's " " 

Student's Net Credit, 
" Net Gain, 
" Present Worth, 

Brown's Net Credit, 
" Net Gain, 
" Present Worth, 


44200 


16 


44200 

3600 
110 


16 


160 
110 
110 




380 




12200 




4380 

3710 
4110 




380 




380 






4000 
110 




12200 


1 2200 









Your net gain, or net loss, should agree with that given under the list below corresponding to your 



own. 



NET GAIN 



[No,! 
• 117.30 



No, 4 
5.45 



NET LOSS. < 



No. e No. S No. 6 No. 6 No. 7 No. 8 No. 9 No. 10 
.177.15 54.90 27.93 30.58 219.37 31.07 222.22 152.37 



After completing the ivork of closing the Ledger hand your books to the teacher ftyr approval^ and be pre- 
pared to answer the questions given on page 6S. 



SEPTEMBER AND OCTOBER 



^ The work embraced in this set is designed^ principally^ to illustrate the use of the Cash Book and 
BiU Book, 

^ The business opens with two partners, and is conducted as a partnership through the month of 
September, when the partnership is dissolved, one of the partners retiring and the other continuing the 
business. * A special feature of the partnership agreement is that one of the partners is allowed a salary 
by the firm, on account of extra services to be performed. 

* The Cash Book is kept in this set as a principal book ; that is, all cash entries are made in the 
Cash Book and posted directly from that book to the Ledger without being carried to the Journal {see 
illustration on pages 76 and 77). * Whenever cash is received, the amount is entered on the left, or debit 
side, of the Cash Book, with the title of the account to be credited in posting, and an appropriate explana- 
tion. * Whenever cash is paid out the amount is entered on the right, or credit, side of the Cash Book, 
with the title of the account to be debited in posting, and an appropriate explanation. ^ The difference 
between the sides of the Cash Book should exhibit, at any time, the cash on hand. ® In business it is 
customary to prove the cash every day ; that is, to ascertain whether the cash on hand agrees with the 
balance as shown by the Cash Book. 

^ The Bill Book is. kept in this set as an auxiliary book ; that is, the particulars regarding the Bills 
Payable and Bills Receivable which are issued and received, are recorded here, but the entries are not 
posted from this book to the Ledger, but from the Journal, in which they also appear. 

^The Bill Book, illustrated on page 75, is arranged for both notes and drafts; "the Drawer of a 
draft and the Endorser of a note sustain substantially the same relation to the paper ; both are therefore 
entered in one column. ^ The same is true also of the Drawee of a draft and the Maker of a note. 

^ As soon as an entry has been made in the Journal for a Bills Payable issued, or Bills Receivable 
received, another entry should be made at once in the Bill Book. "When a bill has been paid, or 
disposed of in any manner, the fact should be noted in the proper column in the Bill Book. 
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BUYING PRICE LISTS FOR SEPTEMBER AND OCTOBER 



Axminster 

Body Brussels 

Ingrain 

Lining 

Linoleum 

Moquette 

Matting, Cocoa — 

Oilcloth- 

Tapestry Brussels- 
Velvet 

Wilton 



List No. 1 



2.00 yd. 
1.10 yd. 

.57i yd. 

.06 yd. 

.67^ yd. 
1.25 yd. 

.47^ yd. 

^3i yd. 

.65 yd. 
1.12^ yd. 
2.10 yd. 



2 



1.90 
1.05 

,m 

.05 

.66 

1.16§ 

.45 

.30 

.62} 

1.10 

2.00 



S 



2.05 

1.15 
.60 
.06^ 
.70 

1.30 
.50 
.35 
.66t 

1.15 



2.15 



1.95 

1.10 

.58 

.06} 

.68 



1.25 



.49 
.32 

1.12 



2.05 



2.00 

1.05 
^5 
.06 
.65 

1.15 
.45 
.30 
.60 

1.10 



2.00 



1.90 
1.10 



.60 



.06} 
M 
1.16| 
.50 



.35 



.661 
1.15 



2.10 



2.05 

LIO 

.58 

.06 

.70 

1.25 

.49 

.33} 

.65 

1.10 

2.05 



8 



2.00 
1.05 
.57} 
.05 

m 

1.15 

.45 

.35 

.62 

1.15 

2.00 



9 



1.95 

1.10 

.55 

.06 

.65 

1.16f 

.48 

.32 

,^ 

1.10 

2.05 



10 



2.05 
1.15 



.60 



.06J 

.70 

1.25 

.50 

.33} 

.65 

1.15 

2.15 



SELLING PRICE LISTS FOR SEPTEMBER AND OCTOBER 



Axminster 



Body Brussels 



Ingrain. 



Lining 



Linoleum 
Moquette 



Matting, Cocoa 

Oilcloth 



Tapestry Brussels - 

Velvet 



Wilton. 



Li%t No, 1 



2.50 yd. 

1.35 yd. 

.75 yd. 

.10 yd. 

.90 yd. 

1.50 yd. 

.60 yd. 

.50 yd. 

.90 yd. 
1.37} yd. 

2.65 yd. 



2 



2.40 

1.30 

.72 

.08 

.85 

1.40 

.47 

.85 
1.25 



2.50 



S 



2.55 

1.40 

.75 

.09 

.87} 

1.55 

.58 

.50 

.92 

1.35 

2.60 



2.45 

1.33} 

.73 

.08 

.86 

1.45 

.48 
.87} 
1.30 



2.55 



2.40 

1.35 
.75 
.09 
.85 

1.50 
.58 
.50 
.90 

1.35 



2.50 



e 



2.35 

1.30 
.70 
.08 
.80 

1.40 
.55 
.45 
.85 

1.25 



2.40 



2.40 

1.33} 
.72 
.09 
.85 

1.45 
.56 
.47 
.87} 

1.30 



2.50 



8 



2.50 

1.40 
.73 
.10 
.90 

1.55 
.58 
.50 
.90 

1.35 



2.55 



9 



2.55 

1.35 
.75 
.09 
.87} 

1.50 
.60 
.48 
.87} 

1.30 



2.60 



10 



2.45 

1.30 
.72 
.08 
.80 

1.40 
.55 
.45 
.85 

1.25 



2.40 



Note to Student. — Apply to the teacher for the number of the Price List which you are to use in this set, 
and then prepare a Price List sheet as instrocted in note on page 46. 
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER 

1. Student and Wm. T. Howard have this day formed a co-partnership, under the firm name of 

Student & Co., for the purpose of conducting a Carpet business. The partners are to invest equal 
amounts, and share equally in gains and losses. In consideration of extra services, Student is to 
be paid by the firm a salary of one hundred dollars per month. {Make a memorandum of tlie above 
in your Journal.) 

" Student and Wm. T. Howard have each paid in 1500.00, cash, the amount to be invested as 
stipulated in the co-partnership articles this day executed. (Make these entries on the left side 
of the Cash Book, which debits cash and credits Student and Wm, T, Hoioard. See pages 76 
and 77.) 

Note to Student. — In opening your Cash Book, leave the first page blank and commence on the second page, so 
that the receipts and disbursements will appear on opposite pages. 

2. Bought of Howe & Rogers, New York, on %, 500 yds. Moquette; 500 yds. Body Brussels; 1000 yds. 

Ingrain; 1000 yds. Matting ; 2000 yds. Lining. (J.) 

3. Sold H. W. Smith, on %, 200 yds. Body Brussels ; 100 yds. Moquette ; 400 yds. Lining. (J.) 

4. Paid Howe & Rogers, cash, to apply on %, 500.00. (Make this entry on the rigJU side of the Cash 

Book, which credits Cash and debits Howe & Rogers. See Cash Book on pages 76 and 77,) 

5. Bought of Jas. Reed & Co., Boston, on %, 500 yds. Tapestry Brussels ; 400 yds. Axminster ; 300 yds. 

Wilton; 500 yds. Oil Cloth; 500 yds.' Linoleum. (J,) 

6. Received cash of H. W. Smith, on %, 200.00. (Make this entry on the left sideoftlie Cash Book.) 

8. Sold Geo. R. Strong, on %', 200 yds. Tapestry Brussels ; 100 yds. Axminster ; 100 yds. Wilton ; 200 

yds. Oil Cloth. (J.) 

9. Receiyed of H. W. Smith, on %, his note at 10 days, payable at Traders Bank. 200.00. (J. and Bill 

Book. See form of Bill Book on page 75; also, 9-15 on page 70.) 

10. Paid Scrantom & Co.'s bill for Office Books, in cash, 25.00. (Make the entry on the right side of the 

Cash Book, tchich credits Cash and debits Eitpense.) 

11. Paid Jas. Reed & Co. cash, on %, 200.00. (C. B.) 

12. Received cash of Geo. R. Strong, on %, 200.00. (C. B.) 

13. Sold Perry & Powers, on %, 100 yds. Moquette; 200 yds. Matting; 100 yds. Tapestry Brussels; 100 

yds. Linoleum. (J.) 

15. Gave Howe & Rogers our note at 20 days, payable at our office, to apply on %, 500.00. (/. and 

B. B.) 

16. Wm. T. Howard drew cash from the business for private use, 50.00. ((7. J5.). 

17. Sold Wra. Graves, on his note at 13 days, payable at Farmers Bank, with interest, 100 yds. Axmin- 

ster; 100 yds. Body Brussels; 100 yds. Tapestry Brussels. (J. and B. B.) 

18. Sold for cash, 100 yds. Matting; 50 yds. Oil Cloth. (Make entry on left side of the Cash Book, which 

debits Cash and credits Merchandise.) 

19. Received cash of H. W. Smith, for his note of 9th inst., due to-day, 200.00. (C. B. Mark the note 

paid in B. B.) 

" Received cash of Geo. R. Strong, on %, 100.00. 

20. Sold Gardner & Son 100 yds. Tapestry Brussels ; 300 yds. Matting ; 200 yds. Linoleum. Received 

cash, 75.00. Balance on %. (Debit Gardner & Son with the fuU amount of the invoice in the 
Journal and credit them in the Cash Book for the amount paid.) 

22. Accepted Jas, Reed & Co.'s (Boston) draft on us, favor 0. D. Harris, at 3 days' sight, payable at our 

office, to apply on %, 1200.00. (J. and B. B.) 

23. Bought of Howe & Rogers, on %, 400 yds. Body Brussels ; 300 yds. Moquette ; 200 yds. Velvet ; 

300 yds. Wilton ; 200 yds. Axminster. 

24. Paid cash for Coal, for use in store, 15.00. 

" Sold Geo. R. Strong, on %, 300 yds. Ingrain; 200 yds. Moquette; 100 yds. Wilton. 
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued) 

25. Paid our acceptance of 22 inst., favor 0. D. Harris, due to-day, in cash. (C. B,) 
27. Paid Howe & Rogers cash, on %, 600.00. 

29. Sold H. W. Smith, 400 yds. Moquette ; 200 yds. Body Brussels ; 200 yds. Linoleum. Received cash, 

400.00. Balance on %. 

" Received of Perry & Powers, their note at 60 days, endorsed by Henry T. French, payable at 
Fourth National Bank, in full for invoice of the 13th inst, 

30. Received cash of Wm. Graves, for his note of 17 inst., due to-day, and interest on the same. 

" Gave Jas. Reed & Co. note at 18 days, with interest, payable at our office, to apply on %, 300.00. 
" Paid Student his salary for extra services for the month in cash, 100.00. (Debit Eoc^enses.) 

INVENTORIES, SEPTEMBER 30, 19— 

Resource 



MERCHANDISE. 



400 yds. Axrainster, 400 yds. Matting, 

400 *•' Body Brussels, 250 " Oil Cloth, 

700 « Ingrain, 200 " Velvet, 

1600 " Lining, 400 " Wilton. 

Liability 
EXPENSE. — Rent unpaid for month of September, 100.00. 

You will now balance your Cash Book {see Cash Book illustrations on parses 76 and 77) and post. 

Post from the Journal, as heretofore, entering the explanations in the Ledger accounts, using for 
explanation the opposite title in the Journal entry when there is but one, and the expression " Sundries" 
when there is more than one, as illustrated on pages 76 and 77. Check the posting in the Journal 
and Cash Book, by using the Ledger page. Give Merchandise, Bills Receivable, and Bills Payable, each 
one half of a page space ; all other accounts, one fourth of a page each. 

In posting from the Cash Book, credit all items on the left side to the various accounts to which 
they belong, and debit Cask account with the footing of these, items. To illustrate : Credit Student, 
credit Wm. T. Howard, credit H. W. Smith, and so on until all of the items on thQ left side of the Cash 
Book have been credited ; then debit Cash account with the footing of all 'these items. Next debit all 
items on the right side of the Cash Book, and credit Cash with the footing of these items. To illustrate : 
Debit Howe & Rogers, debit Expense, debit Jas. Reed & Co., and so on until all the items on this side 
have been debited ; then credit Cash account with the total of these items. As will readily be seen, the 
equality of the sides of the Ledger is thus preserved. The entries should be posted from the Journal 
and Cash Book in the order of the dates, to have them appear in the proper order in the Ledger. 

After completing the posting , make a Balance Sheet and close the aoiounts showing losses and gains. 
Your net gain should agree with the result given below, under the price list number corresponding to 
your own. 



'•{ 



NET GAIN ^^' ^ ^^' ^ No. 3 No. 4 No. 5 No. 6 No. 7 No. 8 No. 9 No. 10 
' 718.69 645.66 631.73 573.18 821.01 450.32 515.33 908.04 791.70 338.16 



MEMORANDA OF TRANSACTIONS FOR OCTOBER 



1. Wm. T. Howard has withdrawn from the business. Gave him in full payment my note at 2 mos. 
endorsed by C. N. Benton, for his interest in the business as shown by his present worth. 

3. Received cash of H. W. Smith, on %, 300.00. 
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MEMORANDA OF TRANSACTIONS FOR OCTOBER (Continued) 

4. Bought of Jas. Beed & Co., 400 yds. Tapestry ; 300 yds. Moquette ; 400 yds. Linoleum. Paid 

on above, 300.00. Balance on %. 

Credit Jas. Reed & Co. in Journal for fall amount, and debit them in Cash Book for the cash paid. 

5. Sold Samuel Beach, on his note at 10 days, with interest, payable at Merchants Bank, 

Body Brussels; 100 yds. Axminster; 100 yds. Velvet; 500 yds. Lining. 

** Paid note, favor Howe & Rogers, due to-day, in cash. 

•6. Took out a Policy of Insurance on Stock, 2500.00. Paid premium on same, in cash, 50, 

7. Sold H. W. Smith, on %, 100 yds. Moquette ; 300 yds. Ingrain ; 500 yds. Lining. 

« 

8. Perry & Powers prepaid their note of 29th ult., in cash, less discount to maturity, 61 da] 

Note. — On the left side of Cash Book credit Bills Receivable, which debits Cash, and on the right sidBpf the Cash 
Book debit Discount, which credits Cash ; this leaves the net debit to Cash the difference between the two f^ounts, the 
same as though made in tlie ordinary Journal entry form. 

9. Received of Geo. R. Strong, his note at 60 days, payable at City Bank, in full of %. 
" Gave Howe & Rogers my note at 45 days, to apply on %, 500.00. 

10. Received cash of Gardner & Son, on %, 200.00. - ' 

11. Sold Perry & Powers, on %, 200 yds. Tapestry Brussels; 100 yds. Axminster; 200 yds. mlton; 

150 yds. Oil Cloth. \ 

14. Bought of Clark, Medford & Co., Philadelphia, on %, 300 yds. Velvet; 600 yds. Body Brussels. 

15. Received cash of Samuel Beach, for his note and interest, due to-day. 

16. Paid Howe & Rogers, cash, on %, 800.00. 

N 17. Received of H. W. Smith, his note at 10 days, payable at Traders Bank, to apply on %, 300.^ 

18. Paid my note, favor Jas. Reed & Co., due to-day, and interest on same, in cash. 

" Paid rent of store for September and October, in cash, 200.00. 

20. Accepted Jas. Reed & Co.'s draft at 3 days' sight, favor O. D. Harris, to apply on %, 500.00. 

21. Sold Richmond & Bro., on %, 300 yds. Body Brussels ; 200 yds. Ingrain; 200 yds. Matting. 
'< Geo. R. Strong prepaid his note of 9th inst., in cash, less discount. 

22. Received cash of Gardner & Son, on %, 100.00. 

23. Paid acceptance, favor O. D. Harris, due to-day, in cash. 

24. Sold for cash 100 yds. Body Brussels. 

25. Bought of Jas. Reed & Co., on %, 200 yds. Axminster; 500 yds. Tapestry Brnssels. 

27. Received cash of H. W. Smith, for his note, due to-day. 

28. Received of Richmond & Bro. (Springville), to apply on %, their draft in my favor, at 80 days' 

sight, on Chas. T. Webber, which he has accepted, payable at Corning & Co.'e Bank, 300.00. 

29. Sold Gardner & Son, on %, 150 yds. Velvet ; 100 yds. Wilton ; 50 yds. Matting. 
'' Paid Clark, Medford & Co., cash on %, 600.00. 

30. Prepaid my note 9th inst., favor Howe & Rogers, in cash, less discount. 

31. Paid Employees' salaries in cash, 100.00. 

" Store and contents were last night entirely destroyed by fire. Received cash from the Insurance Co., 
for the full amount of insurance on stock, 2500.00. (Credit Mdse.) 

You will now balance your Cash Book, and post as instructed on page 73. 

After completing the posting make a Balance Sheet and close the Ledger. Your net gain, or net loss, 
should agree with the result given below, under the price list number corresponding to your own. 

f No. 3 No, 4 No. 6 No. 7 No. 10 
162.89 72.30 213.65 146.96 361.67 

Aft,er completing the tcork of closing the Ledger hand your books to the teacher for approval. 



NET GAIN. 



{No.l No. 2 No. 5 No. 8 No. 9 ^„ . ^^^ 

NET LOSS.- 
12.59 83.04 150.04 158.81 87.32 
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NOVEMBER AND DECEMBER 



^ The design of this set is to illustrate the keeping of a Sales Book and Check Book, in addition 
to the books employed in the previous set, and also to give the pupil practice in writing a variety of 
papers and forms required in business transactions. 

' The Sales Book is kept as a principal book, all sales of Merchandise being entered only in this 
book. 'In posting from the Sales Book, each person whose name appears in it is debited with the 
amount of his invoice, and ^at the end of the month. Merchandise account is credited with the total 
sales for the month. 

^In the Check Book all transactions with the bank are recorded. 'Entries are also made in the 
Cash Book for these transactions, as heretofore. 

^Two forms for keeping the Check Bogk are illustrated in this set. 'In the first form the 
deposits are entered on the left-hand page of the stub, and the checks on the right-hand page. The 
footings of the pages are carried forward to the end of the week or month, or until such time as the 
Pass Book is written up by the bank, when the balance is proved and the true balance carried forward. 
®In the second form all of the entries are made on the right-hand page of the stub, the deposits as they 
are made being added to, and the checks as they are drawn being subtracted from, the previous balance 
in bank. *® Each of the above forms possesses certain advantages over the other, " but for an extensive 
business in which a large number of checks are drawn and frequent deposits made, the first form is 
preferred. " In this set the first form is recommended. 

In addition to making the entries for the transactions in the books, all of the business papers, 
such as invoices, letters, telegrams, notes, checks, deposit tickets, drafts, receipts, orders, etc., are to 
be written by the pupil, as he comes to them in the memoranda, and before making the entries in the 
books. Specimens of these forms will be found on the last pages of the text-book. 



Note to the Teacher. — In addition to writing the business X)aper8 and forms as outlined above, the practice 
work of this set may be rendered more interesting and valuable by employing imitation money and actually performing 
the business called for in the memoranda, more or less in detail as time and circumstances will permit. 

To accomplish this it is only necessary that the teacher, or some one selected to act for him, represent the other par- 
ties to the transactions, receiving the money, papers, etc., which are presented by the pupils. 

The pupil should be required to write all of the papers, those belonging to other parties as well as his own. It is 
desirable that the papers be written and handed in for each transaction as it is reached in the work, but this requirement 
may, of course, be varied to suit the convenience of the teacher. 

In case the teacher receives the papers, etc., and his time is limited, it will relieve him materially to have the pupil 
not only write all papers for other parties, but affix their signatures as well, where signatures are required. That the 
pupil may not get a wrong impression regarding this act, it should be explained to him that he does it simply to relieve 
the teacher of this particular work, and that he could not, of course, affix such signatures if the transactions were real 
and the papers bona fide. 

No books need be kept representing the other parties, unless it is so desired, the teacher simply receiving the money, 
papers and other documents, and examining them with reference to accuracy, correctness of form, penmanship, neatness, 
etc., making such criticisms and suggestions as may be needed. 

The directions given in connection with the memoranda are based upon the practice work suggested above being 
carried out. The extent to which this shall be done or the manner of doing it may be regulated entirely by the teacher. 

If it be desired to work the set by theory only, the same as in preceding sets, so much of the instructions given in 
connection with the memoranda as relate to transacting the business wUl of course be disregarded. 
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BUYING PRICE LISTS FOR NOVEMBER AND DECEMBER 



Adz Eye Hammers, 

Blacksmiths' Drills, 

Babbit Metal, 

Barn Door Hangers, 

Cut Nails, 8d., 100 lb. keg. 

Cast Sreel Axes, - -- 

Carper. Stretchers, .._ 

Cop3ing Presses, 

Grindstones, 

Hand Saws, 26 in., - 

Ice Cream Freezers, 

Jack Planes, - 

Knives an d Forks, 

Mortise Locks, 

Poi celain Knobs, ^^^ - - - 

Plain Galv'd Coal Hods,.— 

Rat<jhet Braces, - - 

Kailroad Picks, 8 lb., 

Strap Hinges, 8 in., — 

i^teelyards, . - - 

Try Squares, 8 in., 

Universal Clothes Wringers, 

Wrought Wrenches, 

Washers, \ in.,. 



No. 1 



4.75 doz. 

5.00 each 
.12^ lb. 

2.00 pr. 
.03J^ lb. 
10.00 doz. 

2.25 doz. 

4.50 each 

1.50 each 
15.00 doz. 

4.00 each 

5.00 doz. 

4.00 doz. 

2.25 doz. 

.75 doz. 

10.00 doz. 

8.75 doz. 

6.50 doz. 

3.00 dz. pr. 

6.50 doz. 

3.60 doz. 

4.00 each 
11.50 doz. 
.06 lb. 



2 



9 



4.60 
5.00 

.12 
1.90 

.03 
9.00 
2.10 
4.00 
1.40 
14.00 
3.75 
5.00 
4.00 
2.10 

.75 
9.50 
8.50 
6.25 
2.90 
6.40 
3.25 
4.25 
11.25 

.05 



4 



4.55 
5.25 

.12^ 
1.75 

.03| 
9.25 
2.00 
3.90 
1.50 
13.50 
3.60 
4.90 
3.80 
2.00 

.70 
10.00 
8.10 
6.20 
2.75 
6.35 
3.00 
4.00 
10.00 

.04i 



4.65 
4.90 

.11 
1.80 

.03^ 
9.00 
2.05 
3.95 
1.40 
14.25 
3.50 
4.85 
3.90 
2.05 

.75 
10.25 
8.50 
6.25 
3.00 
6.40 
3.25 
4.10 
10.50 

.05| 



6 



4.50 
5.00 

.12 
1.90 

.04 
9.50 
2.50 
4.00 
1.35 
14.00 
3.60 
4.75 
3.75 
2.00 

M 
9.75 
8.25 
6.00 
2.75 
6.30 
3.00 
4.00 
10.00 

.05 



4.60 
4.90 

.111 
1.75 

.03^ 
9.00 
2.25 
4.25 
1.45 
13.25 
3.75 
4.80 
3.90 
2.05 

.70 
10.00 
8.50 
6.25 
2.90 
6.40 
3.50 
4.25 
10.25 

.05i 



4.55 
4.95 

.12i 
2.00 

.03^ 
9.25 
2.00 
3.90 
1.50 
13.50 
4.00 
4.90 
3.85 
2.10 

.75 
9.50 
8.75 
6.20 
3.00 
6.35 
3.25 
4.10 
10.75 

.06 



8 



4.75 
4.90 

.12 
1.80 

.03| 
9.50 
2.20 
3.95 
1.40 
14.00 
3.60 
5.00 
4.00 
2.25 

.70 
9.25 
8.50 
6.50 
2.75 
6.50 
3.50 
4.50 
11.00 



4.60 
5.00 

.11 
1.75 

.03 
10.00 
2.25 
4.00 
1.45 
14.50 
3.75 
4.95 
3.75 
2.10 

.75 
9.75 
8.25 
6.20 
2.80 
6.40 
3.00 
4.25 
11.25 

.05^ 



10 

4.50 
5.25 

.Hi 
1.90 

.04 
9.25 
2.10 
3.90 
1.35 
15.00 
3.50 
4.80 
3.90 
2.05 

.70 
9.50 
8.50 
6.50 
2.90 
6.45 
3.25 
4.50 
11.00 

.06 



SELLING P.^ICE I^ISTS FOR NOVEMBER AND DECEMBER 



Adz Eye Hammers, 

Blacksmiths' Drills,. 

Babbit Metal, 

Barn Door Hangers, 

Cut Nails, 8d., 100 lb. keg. 

Cast Steel Axes, - - - 

Carpet Stretchers, 

Copying Presses, 

Grindstones, 

Hand Saws, 26 in., 

Ice Cream Freezers, _ 

Jack Planes, -.- 

Knives and Forks, 

Mortise Locks, 

Porcelain Knobs, 

Plain Galv'd Coal Hods,-. 

Ratchet Braces, 

Railroad Picks, 8 lb., 

Strap Hinges, 8 in., 

Steelyards, 

Try Squares, 8 in., 

Universal Clothes Wringers, 

Wrought Wrenches, . - - 

Washers, \ in.,.- 



No: 1 



5.75 doz. 

6.00 each 
.15 lb. 

2.50 pr. 

.04 lb. 

12.50 doz. 

3.00 doz. 

5.50 each 

2.25 each 
18.00 doz. 

5.00 each 

6.00 doz. 

5.00 doz. 

3.00 doz. 

1.25 doz. 
12.50 doz. 
10.75 doz. 

9.00 doz. 

4.50 dz. pr. 

8.50 doz. 

4.75 doz. 

5.50 each 
14.75 doz. 
.07^ lb. 



2 


S 


-* 


5 


6 


5.75 


5.70 


5.75 


5.50' 


5.55 


6.25 


6.10 


5.80 


5.90 


5.75 


.15 


.161 


.14 


.144 


.14 


2.50 


2.33i 


2.25 


2.35 


2.20 


.04i 


.044 


.04 


.05 


.044 


12.25 


11.75 


11.50 


12.00 


11.60 


3.10 


. 3.25 


2.75 


3.00 


2.90 


5.25 


5.00 


4.75 


4.85 


5.00 


2.25 


2.00 


2.10 


2.00 


2.15 


18.00 


17.00 


17.50 


17.00 


16.75 


5.00 


4.75 


4.50 


4.60 


4.75 


6.25 


5.75 


5.70 


5.60 


5.75 


5.25 


5.20 


4.80 


4.75 


4.85 


3.00 


2.75 


2.70 


2.65 


2.70 


1.30 


1.25 


1.20 


1.15 


1.20 


12.25 


12.00 


12.50 


11.75 


12.25 


10.75 


10.10 


10.50 


10.25 


10.50 


9.00 


8.75 


8.80 


8.50 


8.75 


4.50 


4.00 


4.25 


4.00 


4.25 


8.50 


8.25 


8.40 


8.35 


8.40 


4.75 


4.30 


4.50 


4.25 


4.75 


5.75 


5.00 


5.50 


5.40 


5.65 


14.75 


13.50 


13.75 


13.50 


13.25 


.07^ 


.06^ 


.07 


.06^ 


.07 



5.50 

5.80 

.15 

2.45 

.05 

11.75 
2.75 
4.80 
2.25 

16.85 
4.95 
5.85 
4.80 
2.75 
1.25 

11.50 

10.75 
8.70 
4.50 
8.25 
4.50 
5.50 

14.00 
.07 



8 



9 



5.60 

5.75 

.14 

2.25 

.05 

12.00 
2.95 
4.85 
2.15 

17.00 
4.50 
5.75 
4.90 
2.85 
1.20 

11.00 

10.50 
8.65 
4.25 
8.45 
4.75 
5.75 

14.25 
.07^ 



5.50 
5.90 

.134 
2.10 
.04 

12.50 
3.00 
4.75 
2.20 

17.25 
4.70 
5.50 
4.75 
2.70 
1.25 

12.00. 

10.75 
8.50 
4.30 
8.30 
4.25 
5.50 

14.50 
.07 



10 



5.40 

6.00 

.14 

2.30 

.05 

11.75 
3.15 
4.40 
2.10 

18.00 
4.25 
5.40 
4.80 
2.65 
1.15 

11.75 

10.50 
8.75 
4.40 
8.35 
4.50 
5.75 

14.00 
.07^ 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER 

1. Student and Geo. D. Whitney have this day formed a co-partnership, under the firm name of 
Student & Co., and have leased of H. N. Smith the store No. 1466 Main Street, at 1200.00 per year, 
rent payable monthly in advance, for the purpose of carrying on the Hardware business. 
Articles of co-partnership made and executed this day provide as follows : The capital of the firm 
shall be 10000.00, of which amount each partner ijhall invest one half. Each partner shall devote 
his entire time to the business. Neither partner shall engage in other business. Neither partner 
shall endorse or become surety for others. Neither: partner shall withdraw from the business to 
exceed in amount his share of the profits for the year. The gains and losses of the business shall 
be shared equally. 

NoTu. — A lease, and articles of co-partnership, may be drawn ap by the pupil at the discretion of the teacher. Per 
general form of Lease and Articles of Co-partnership, see Commercial Law. 

The firm's resources and liabilities are as follows : 

RESOURCES 

Cash paid in, 4000.00 

Enter the above in the Cash Book, and credit each partner for one half the amount. 

Geo. B. Gordon, City, on account, w _ 1600.00 

Carter & Weeks, Plainfield, on account,.— 2500.00 

A. G. Steele & Co., City, on account, 954.50 

Sewell & Clark, Greenville, on account, 1050.76 

Wm. Peet, City, on account, - 800.00 

French & French, Oakland, on account, .-- 375.25 

The Grover Mfg. Co., North Bend, on account, 1625.60 

\ LIABILITIES 

Swift, Ennis & Co., City, on account, - 918.75 

A. B. Smith, Centralia, on account, «. 411.51 

Wells & Gardner, City, on account, .- - 575.84 

D. B. Pond & Bro., Chicago, on account, 1000.00 

Enter the above in the Journal. Make the entry in the Journal according to the second form ezplained in Remark 1 
on page 65. 

Receive cash from the teacher for the amount of the cash investment. 

You may, in this set, post the transactions at the end of each day^s business. In opening personal accounts, give the 
place of residence ; the State will be added by the pupil. The initials of the book from which the entry is posted 
are to be used in the Ledger instead of a complete explanation. Thus, if the entry comes from the Sales Book, 
enter in Die explanation column, S. B. ; if from the Cash Book, C. B. ; and if from the Journal, J. This plan will 
materially sliorten the work of posting, and generally meet all requirements. 

Give Merchandise, Expense, Collection and Exchange, Bills Rec. and Bills Pay. each one half page space, and all 
other accounts each one fourth of a page space. 

Open an account at Flour City Bank, and deposit cash, 2000.00. {Ck, B,) 

Write a deposit ticket (see form, page 88). Enter the deposit on left side of stub in the Ck. B. (see form, page 87). 
Take the money, deposit ticket and your pass book to the bank (or teacher) and receive credit. 

Buy of Hemingway & Selden, City, on account, 60 da., 2 % 10 da., 20 doz. C. S. Axes ; 1000 lbs. 
B. Metal; 4 doz. Hand Saws; 5 doz. W. Wrenches; 10 1. C. Freezers; 6 doz. Steelyards; 20 
doz. Pore. Knobs ; 20 doz. Knives and Forks ; 10 U. C. Wringers ; 200 lbs. Washers ; 10 doz. Adz 
Eye Hammers. (J!) 

Hake an invoice of above and submit it to the teacher for approval. After making the entry, fold and file the invoice 
for reference and as a voucher. The items need not necessarily be entered in the Journal ; simply write in con- 
nection with the Journal entry for explanation, "Invoice No. 1, Nov. 1, 19 — ." The terms of the invoice are 00 
days ; if paid within 10 days, 2% discount on the amount of the invoice will be allowed. 

Pay H. N. Smith one month's rent of store, in advance, by check. (C B, and Ck. B,) 

Write the check (see check book, page 87), and deliver it ; also write a receipt, which you will properly file and 
preserve as a voucher. 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued^ 

Sell E. Langworthy^ Marcellus, on acct., 10 days, 2 doz. W. Wrenches ; 3 doz. A. E. Hammeis^ 

4 L C. Freezers ; 2 doz. C. S. Axes ; 200 lbs. B. Metal. (S. B.) 

Make entry in Sales Bock (see form of S. B. i>age 88), and write and deliver the invoice. 

2L "^Sell Barber & Swift, Georgetown, on acct., 10 days, 1 doz. Hand Saws; 5 doz. Knives and Forks; 

5 doz. Pore. Knobs; 1 doz. Steelyards; 100 lbs. B. Metal; 4 U. C. Wringers. 

Proceed in same manner as with sale to E. Langworthy, Ist inst. It is not thought necessary to give directions for 
performing the practice work when the transaction is similar to those previously explained. 

•^ Sell L. B. Mason, City, on acct.^ 10 days, 2 doz. A. £. Hammers; 2 doz. C. S. Axes; 3 L G. 
Freezers ; 50 lbs. Washers. 
Buy of Briggs & Son, OflSce Safe, and pay for same by check on F. C. Bank, 225.00. (O. B. A 
Ck, B,) 

After making the proper entries (open OfBce Fixtures acct.}, deliver the check, and file the receipted bill of B. & Son 
as a voucher. 

Order by telegraph of Pratt, Conway & Mills, Pittsburg, 200 kegs 8d. Cut Naiis, to be shipped 
immediately by fast freight. (Memorandum.) 

Write the telegram and hand it in. Limit the number of words in the message to ten, exclusive of address and 
signature. 

Give Wells & Gardner check to apply on account, 275.84. (O. B, & Ck. B.) 
Draw the check and hand it in. Take a receipt, and file as a voucher. 

Eeceive of Wm. Peet his check on Traders Bank to apply on account, 300.00. (C, BJ) 
Write the check and give a receipt. 

Deposit in F. C. Bank 500.00 in currency, and Wm. Peet's check. {Ck, B.) 

Make the deposit ticket, giving the items ; also enter the items ob the stub of Ck. B. (see form page 87). 

Z' 9L Receive by Commercial Freight Line from Hart, Bliven & Mead, 494 and 496 Broadway, New York, 
goods as per invoice dated Nov. 1, 19 — . Terms, 90 days, 2% 30 days, 3% 10 days, 25 doz. 
Carpet Stretchers ; 15 doz. Jack Planes ; 10 doz. R. R. Picks ; 10 doz. Try Squares ; 25 doz. Mor- 
tise locks; 15 Copying Presses; 5 doz. Ratchet Braces; 10 pr. B. D. Hangers; 5 doz. P. G. Coal 
Hods. (J.) 
See instructions under bill bought of Hemingway & Selden, 1st inst. 

Sell French & French, Oakland, on acct., 10 days, 2 pr. B; D. Hangers; 6 Copying Presses; 

2 doz. Jack Planes; 5 doz. Mortise Locks; 2 doz. R. R. Picks; 3 doz. Try Squares; 200 lbs. 

B. Metal. 
Pay J. B. Jones' bill for stationery supplied for office use in cash, 27.50. (C B. Expense acct.) 
Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft, dated Nov. 2, at 3 days', sight, favor 

Charles Green, 400.00. (J. & B. B.) 
Write the draft, including acceptance, and, after making the proper entries, hand it in. 

Receive of G. B. Gordon, on acct, his check on Merchants Bank, 600.00. 

Sell £. Lang worthy, 10 days, 2 doz. Ratchet Braces; 5 doz. Carpet Stretchers; 3 doz. R. R. Picks; 

2 doz. Try Squares ; 3 Copying Presses. 
Sell L. B. Mason, 10 days, 1 doz. Hand Saws ; 3 Copying Presses ; 6 doz. Knives and Forks. 
Rule and foot the Sales Book at the bottom of each page, and carry Uie footing forward. 

Receive of Carter & Weeks, on acct., their check on First National Bank of Plainfield, 500.00. 
Deposit Currency, 300.00; also the checks of Gordon and Carter & Weeks. Bank charges ^^ 
collection on C. & W's. check. {C.B. & Ck. B.) 

Deduct the collection on the check from the footing of the deposit ticket. Remember to copy the ticket on the left 
stub of Ck. B. (See form page 87.) Debit collection in the C. B. 

6L Order of D. B. Pond & Bro., Chicago, to be shipped via C. N. Line, 100 Grindstones ; 50 Black- 
smiths' Drills. (Memorandum.) • 

Write a letter ordering the above. Liclose it in an envelope properly directed and hand it in. No entry to be made 
until goods are received. 

IKTBO. BOOKKEEPINO — 6 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued) 

Receive cash of Bai'ber & Swift, in full of invoice 2d inst 

Sell Sewell & Clark, Greenville, on acct., 10 days, 2 doz. B. B. Picks ; 5 doz. Mortise Locks ; 6 doz. 

C. S. Axes ; 3 pr. B. D. Hangers ; 5 doz. Pore. Knobs ; 6 doz. Knives and Forks ; 5 doz. Carpet 

Stretchers. 
Receive of A. G. Steele & Co. their note at 60 days, payable at Merchants Bank, to apply on acct., 

500.00. {J, & B. B.) 

Write the note and make the proper entries in J. & B. B. 

Give Hemingway & Selden a check in full of invoice 1st inst., less 2 %. (C B,) 

Debit H. & S. on right side of C. B. for the full amount of the invoice, and credit Mdse. on the left side for the 2% 
allowance. 

6. Your acceptance of 3d inst., due to-day, has been presented at F. C. Bank, paid and charged to 
your account. (C. B. & Ck. B,) 

Enter the acceptance on the right-hand stub of the Ck. B. to be added in with the checks, thus crediting the bank 
the same as though a check had been drawn. 

8. Eeceive the nails ordered of Pratt, Conway & Mills, 2d inst. Invoice dated Nov. 2d. Terms 

cash, in 10 days. 
.Receive cash of E. Langworthy, on acct., 50.00. 
Draw on Carter & Weeks, at sight, for 500.00, your favor, to apply on acct., and leave the draft at 

F. C. Bank for collection. (Memorandum,) 

Write the draft, endorse it in blank, and hand it in. 

Sell Daniels & Baker, Cedar Grove, on acct., 10 days, 25 kegs Cut Nails; 3 doz. Jack Planes ; 3 doz. 
C. S. Axes ; 5 doz. Mortise Locks ; 200 lbs. B. Metal. 

9. Receive of French & French their check on Farmers Bank of Oakland on account, 375.25. 
Deposit Cash in F. C. Bank, 200.00. Also French & French's check. Bank charges 3^^% collec- 
tion on the check. 

10. Receive by Commercial Freight Line, from Hart, Bliven & Mead, goods as per invoice dated 
Nov. 8, terras 90 days, 2^o 30 days, 3% 10 days, 25 doz. pairs strap Hinges; 10 U. C. Wringers; 
10 doz. A. E. Hammers; 5 doz. H. Saws; 15 Copying Presses; 10 doz. W. Wrenches; 5 doz. 
Ratchet Braces; 20 doz. Knives and Forks; 10 I. C. Freezers; 20 pr. B. D. Hangers; 10 doz. 
Steelyards; 5 doz. C. S. Axes. 
Receive of Grover Mfg. Co., to apply on acct., their draft for 1000.00, dated Nov. 8, at 15 days' 
sight, on Colton & Reese, this city, which they have accepted this day, payable at F. C. Bank. 
Endorse the acceptance, and leave it at F. C. Bank for collection. 

12. Buy at F. C. Bank by check, at |% exchange, a draft on Exchange Nat. Bank, New York, and 

remit the same to Hart, Bliven & Mead, in full of invoice mdse., received 3d inst., less 3%. 
(<7. B. & Ck. B.) 

For form of filling out this check, see Ck. No. 3, page 87. Write the draft (see form on pa^e 60), endorse it in full 
to H. B. & M., and write a letter, inclosing it to them. Debit H. B. & M. for full amount of invoice ; credit Mdse. 
for the 3% allowance ; debit Exchange for the bank's charges. 

13. Receive of French & French their check on Farmers Bank of Oakland, for invoice 3d inst. 
Receive of L. B. Mason his check on Traders Bank, for invoice 3d inst. 

Sell C. B. Shafer, Gasport, 3 doz. C. S. Axes; 2 doz. P. G. Coal Hods; 3 doz. W. Wrenches; 4 doz. 

Ratchet Braces; 2 doz. Jack Planes; 5 Copying Presses. Receive cash, 75.00, balance on acct., 

10 days. 
Deposit Currency, 100.00, also checks of French & French and L. B. Mason ; bank deducts -^fc for 

F. & F.'s check. 
16. Pay Hamilton & Groves' bill for Office Desk, by check, 100.00. 

Receive the goods ordered of D. B. Pond & Bro., 5th inst. Invoice is dated Nov. 8, 30 days. 

Sell E. Langworthy, on acct., 10 days, 25 kegs Cut Nails; 5 B. S. Drills; 5 doz. pr. Strap Hinges; 

2 doz. P. G. Coal Hods ; 50 lbs. Washers. 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued) 

Receive of Sewell & Clark their check on First Nat. Bank of Greenville, in full for invoice of 5th 

inst. 
Deposit in F. C. Bank Sewell & Clark's check. Bank charges -^-^^o collection on the check. 

17. Pay A. B. Smith's sight draft on you, dated Nov. 15th, favor A. M. Purdy & Co., 200.00, by 

check. 
Receive credit at F. C. Bank for the draft on Carter & Weeks, left for collection 8th inst., less 
bank charges, \^0' 

Take your pass book and have the proceeds entered in it to your credit. 

18. Buy a draft on New York at F. C. Bank, by check, at J% exchange, and remit it to Pratt, C. & 

M., in full of invoice of mdse. received 8th inst. 

See instructions for remitting to Hart, B. & M., 12th inst. In this case, however, there is no discount allowed. 

Receive of Daniels & Baker their check on Citizens Bank, Cedar Grove, for invoice 8th inst. 
Sell Barber & Swift, for cash, 50 kegs cut nails. 

Debit B. & S. in S. B. and credit them in C. B. 

Deposit currency, 300.00, and Daniels & Baker's check. Bank charges ^j^^o collection on the 
check. 

19. Discount at F. C. Bank ^V. G. Steele & Co.'s note, received 5th inst. ; receive credit for the 

proceeds. (C. B, & B, B,) 

Endorse the note in blank and receive credit for the proceeds in your pass book. Make proper memorandum in 
the B. B. (Discount account,) 

20. Geo. D. Whitney draws from the business for individual use, by check, 350.00. 

Charge this to " Cieo. I). Whitney, Private Account," and open such an account in the Ledger instead of posting it 
to his investment account. 

Remit Hart, Bliven & Mead a draft on New York for invoice of goods received 10th inst., which 
you will buy at F. C. Bank by check. Exchange, \ %. 

Follow the instructions given for remittance made them on the 12th inst^ The discount in this case is 2%. 

23. Pay Wells & Gardner cash in full of account. 

Sell French & French, on acct, 10 days, 5 B. S. Drills; 10 (irindstoues; ;*) doz. I'ore. Knobs j 

3 doz. W. Wrenches; 2 doz. ('. S. Axes; 100 lbs. B. ^Metal; 5 doz. A. E. Hainuu^rs ; 4 Copying 

Presses. 
25. Pay Barton & Co.'s bill for coal for use of store, in cash, 50.00. 
2G. Student takes from the stock for his individual use, to be charged to him at cost, 1 I. C. Freezer; 

1 doz. Knives and Forks; 1 U. C. Wringer. (Debit Student^ Private Account.) 
Make a statement of E. Lang worthy's account. W^rite him a lettta* to the effect that the account 

is considerably overdue, and urge immediate payment. State that if not paid before Dec. 1st 

you will draw at sight for the balance due. 

28. Receive cash of A. G. Steele & Co. to balance account. 

Deposit cash in F. C. Bank, 400.00; also receive credit for the acceptance of Col ton & Reese, 
left the 10th inst. for collection. 

This paper being payable in tlie city, the bank makes no charge for collection. 

Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft, dated Xov. 22, at 3 days' sight, favor 
Charles Green, 600.00. 

29. Write a letter to Hart, B. & Mead, ordering the following goods to be shipped by Commercial F. F. 

Line : 10 doz. P. G. Coal Hods ; o doz. C. S. Axes ; 10 doz. Hand Saw\s ; 15 doz. Pore. Knobs ; 
10 doz. R. Braces; 5 doz. R. R. Picks; 5 doz. Try Squares; 5 doz. AV. Wrenches; 200 lbs. 
Washers. Inform H., B. & IVI. that many of the Coal Hods in the previous invoice were imper- 
fect, and request an allowance of 10.00. 
Pay freight bills for the month, in cash, 35.50. (Debit Mdse.) 

30. Pay salai-ies of Employees for the month, in cash, 100.00. 
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You will now balance the Cash Book and Check Book (see form of Ck, Bk, page 87), rule and 
foot the Sales Book, complete the posting, and take a trial balance. Post the total footing of the 
Sales Book as instructed on page 78. Do not open a cash account in the Ledger, but carry to tlie trial 
balance the difference between the sides of the Cash Book, thai- is, the cash balance. In taking the trial 
balance for this set, use the differences of the accounts instead of the footings. 

Note to the Student. — After completing the posting, if it is desired, you can test the accuracy of your exten- 
sions of merchandise bought and sold by comparing the footings of your Merchandise account with the figures given 
below under the list number corresponding to your own. The upper amount is the total debit of merchandise and the 
lower amount the total credit of merchandise, for the month. 

DEBIT AND CREDIT FOOTINGS OF MERCHANDISE ACCOUNT 

No, 1 No, 2 No, S No, 4 No, 6 No. 6 No, 7 No, 8 No. 9 No, 10 

2984.00 2861.65 2896.77 2924.65 3020.55 2938.40 2931.77 3008.58 2868.90 3066.70 
1711.66 1722.67 1715.97 1632.40 1731.88 1686.86 1750.95 1747.97 1649.40 1729.88 

You can also test the correctness of your Cash Book and Check Book entries, and the cash on hand, by comparing 
the balances of those books, and the cash on hand, with the amounts given below, under the list number corresponding 
to your own. The upper amount is the balance in bank ; the lotoer amount is the cash on hand (in safe and in drawer), 
and the sum of the two amounts is the balance of cash, as shown by the difference between the sides of the Cash Book. 

CASH IN BANK AND ON HAND 

No, 1 No, 2 No, 3 No, 4 No. 5 No, 6 No, 7 No, 8 No, 9 No, 10 

3939.13 4053.30 4039.01 3950.03 3882.91 3957.86 3989.08 3901.01 4019.76 3845.00 
561.25 570.00 585.67 558.40 607.45 583.50 608.85 609.45 557.55 609.60 



MEMORANDA OF TRANSACTIONS FOR DECEMBER 

1. Receive of C. B. Shafer his check on East Side Banking Co., City, to balance account. 
Your acceptance, due to-day, lias been paid at F. C. Bank and charged to your account. 

Sell Daniels & Baker, at 10 days, 5 doz. Steelyards ; 10 Grindstones ; 2 doz. C. S. Axes ; 5 doz. 

M. Locks ; 5 U. C. Wringers. 
Receive cash of L. B. Mason, in full of account. 
Deposit cash, 300.00, and Shafer's check. 
Draw on E. Langworthy at sight, in full of his account as per statement and letter of advice of 

26th ult. 

Leave the draft for collection. 

2. Receive a letter from Hart, Bliven & Mead, acknowledging receipt of your order of 29th ult., and 

stating that it will receive prompt attention ; they express regret that the Coal Hods were not 
satisfactory, and inform you that the reduction asked for has been allowed and the amount 
placed to your credit. 

Debit U., B. & M., and credit Mdse. for the amount allowed. Write the above letter and present it to the teacher 
for approval. 

5. Receive of Sewell & Clark their note dated Nov. 15th at 60 days, payable at First Nat. Bank, 

Greenville, in full of their account, to which amount they add 60 days' interest. 

Make the note to cover the balance of account and 60 days' interest on that amount. (^Interest Account,^ 

Give H. N. Smith a check for one month^s rent of store, in advance. 

Order by letter of Pratt, Conway & Mills, Pittsburg, to be shipped by freight, 100 kegs Cut Nails, 

{Memorandum,) 
4, Receive the goods ordered of Hart, B. & M., 29th ult. Invoice dated Dec. 1st, terms, cash in 10 days. 
Sell Barber & Swift, at 10 days, 5 doz. C. S. Axes; 10 doz. P. Knobs; 100 lbs. Washers; 4 doz. 

R. Braces ; 5 B. Drills. 

6. Sell L. B. Mason, at 10 days, 5 doz. Knives and Forks ; 10 kegs Cut Nails ; 50 lbs. B. Metal ; 3 

doz. R. R. Picks ; 5 doz. pr. Strap Hinges ; 2 doz. A. E. Hammers. 
Receive of Wm. Peet his check on Traders Bank, to balance account; also receive of Geo. B. 
Gordon his check on Merchants Bank, to apply on account, 400.00. 
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MEMORANDA OF TRANSACTIONS FOR DECEMBER (Continued) 

Deposit the checks received of Wm. Peet and Geo. B. Gordon. 
Give Swift, Ennis & Co. your check to apply on account, 500.00. 
Receive cash of French & French, in full of invoice of Nov. 23. 

8. Sell Oliver & Bray ton, City, at 10 days, 3 Copying Presses; 2 doz. P. G. Coal Hods; 2 doz. Try 
Squares ; 50 lbs. Washers ; 3 doz. J. Planes ; 2 U. C. Wringers. 

10. Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft at 30 days* sight, favor themselves, in 

full of invoice of Nov. 15. 
Deposit cash in F. C. Bank, 250.00. 
Pay November gas bill, in cash, 5.25. 

11. Receive, via P. & W. R. R. , from Pratt, Conway & Mills, 100 kegs Cut Nails. Invoice is dated 

Dec. 6th, at 10 days. 
Receive cash of Geo. B. Gordon, on account, 200.00. 

13. Receive credit at F. C. Bank for draft on E. Langworthy, left 1st inst. less charges for col- 

lection, \%. 
Receive of Daniels & Baker their check on Citizens Bank, Cedar Grove, in full of invoice 1st inst. 
Deposit cash, 200.00, and Daniels & Baker's check. Bank charges, collection on check, ■^%* 
Buy a New York draft at F. C. Bank, by check, a,t \% exchange, and remit to Hart, B. & M., 

in full of invoice received 4th inst., less amount charged to their account for allowance on 

Coal Hods. 

14. Accept, payable at F. C. Bank, A. B. Smith's draft, dated Dec. 8th, at five days' sight, favor 

John H. Boyd, in full of account. 

15. Receive cash of Barber & Swift, in full of their invoice of 4th inst.- 

18. Sell Sewell & Clark, at 10 days, 5 doz^ R. Braces; 5 doz. Knives and Forks; 50 lbs. Washers; 

3 Copying Presses ; 25 kegs Cut Nails ; 3 B. Drills ; 10 Grindstones ; 5 doz. pr. Strap Hinges. 
Receive cash of L. B. Mason, in full of invoice of 6th inst. 
Sell A. G. Steele & Co., City, 5 doz. P. Knobs; 5 doz. C. Stretchers; 10 pr. B. D. Hangers; 

3 I. Cv.Freezers ; 5 doz. W. Wrenches. Receive cash, 50.00 ; balance on account, 10 days. 

19. Your acceptance favor J. H. Boyd, due to-day, has been paid and charged to your account at 

F. C. Bank. 

20. Receive cash of Oliver & Brayton, in full of invoice 8th inst. 
Deposit cash in F. C. Bank, 300.00. 

Student draws from the business for his individual use, by check on F. C. Bank, 300.00. 

21. Buy of Hemingway & Selden, 60 days, 2% 10 days, 10 doz. Hand Saws; 10 doz. W. Wrenches f 
5 doz. C. S. Axes; 10 doz. Knives and Forks; 20 doz. M. Locks. 

23. Draw on Carter & Weeks at sight, for 500.00 in your favor, and leave the draft for collection. 

24. Discount at F. C. Bank Sewell & Clark's note received 3d inst., and have the proceeds placed to 

your credit. The bank charges \% collection in addition to the discount. 
The collection, as well as the discount, is computed on the face of the paper. 

Pay Pratt, Conway & Mills' sight draft on you for invoice received 11th inst., by check on F. C. 
Bank. 

26. Pay Freight Bills for the month, in cash, 21.60. 

27. Sell E. Langworthy, at 10 days, 5 doz. pr. S. Hinges; 6 doz. W. Wrenches; 10 doz. M. Locks; 
5 pr. B. D. Hangers ; 5 doz. J. Planes ; 1 Copying Press ; 5 doz. C. Stretchers ; 50 lbs. Washers. 
Receive of Carter'& Weeks their note dated Dec. 24th, at 30 days, payable at First Nat. Bank, 

Plainfield, to balance account, 1000.00. 

28. Receive cash of A. G. Steele & Co. for balance due on invoice 18th inst. 

29. Receive credit at F. C. Bank for draft on Carter & Weeks, left 23d inst., less collection, J%. 

30. Give Hemingway & Selden check in full of invoice 21st inst, less 2%. 
Pay salaries of Employees for the month, in cash, 100.00. 
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MEMORANDA OF TRANSACTIONS FOR DECEMBER (Continued) 

Receive Sewell & Clark's check on First Nat. Bank of Greenville, in full for invoice of 18th inst. 
Deposit Sewell & C.'s check and all the currency on hand. Bank charges ^% collection on the check. 

Leave your pass book to be written up. 

31. The bank returns your pass book written up and balanced. On proving same with your check 

book, you find the balances to agree, allowing for the check given H. & S., 30th inst., which 

was not in when the pass book was balanced. 

Close Student, Private Account, and Geo. D. Whitney, Private Account, into Student account and 

Geo. D. Whitney account. 

INVENTORIES, DEC. 31, 



8 doz. A. E. Hammers, 
32 B. Drills, 
150 lb. B. Metal, 

10 pr. B. D. Hangers, 

165 kg. (16500 lb.) Cut Nails, 

11 doz. C. S. Axes, 

5 doz. Carpet Stretchers, 



70 Grindstones, 
27 doz. Hand Saws, 

9 I. C. Freezers, 
24 doz. Knives and Forks, 
15 doz. M. Locks, 

5 doz. 1*. Knobs, 

9 doz. P. G. Coal Hods, 



5 doz. R. R. Picks, 

5 doz. pr. Strap Hinges, 
10 doz. Steelyards, 

8 doz. Try Squares, 

8 U. C. Wringers, 
12 doz. W. Wrenches, 
50 lb. Washers. 



3 Copying Presses, | 5 doz. R. Braces, 

OFFICE FIXTURES.— Office safe, 225.00 ; office desk, 100.00 ; total, 325.00. 

You will now balance the Cash Book, foot the Sales Book, and complete the posting, after which 
make a Balance Sheet and dose the Ledger. 

Your net gain should agree with the result given below, under the price list number corresponding 

to your own. 

f No. 1 No, 2 No. 3 No. 4 No. 6 No. 6 No. 7 No. 8 No, 9 No. 10 
NET GAIN. I ^^(^^^ 226.63 168.73 34.30 97.98 96.61 195.08 132.86 99.76 79.30 

After completing the work of closing the Ledger hand your hooks, together with all of the business 
papers involved in the foregoing set, to the teacher for inspection, and prepare for an examiyiation on 
the ivork passed over. Questions for such examination will he found helow, 

MISCELLANEOUS QUESTIONS 

* From what does Double Entry Bookkeeping take its name ? * How are you enabled to decide to 
which of the two general classes of accounts used in double entry any particular account belongs ? 
* What title may be used instead of the proprietor's name ? * Mention three accounts that you can 
always tell which side should be greater, if there is any difference. * To which of the two general 
classes of accounts does a Personal account belong ? * What circumstance might arise to place it in the 
other class ? ^ Why is it necessary that Bills Payable and Bills Receivable should always be debited and 
credited with their face value ? ^ Mention some of the errors which will not affect the equality of the 
Ledger. ^ In case the Trial Balance does not prove, give the short tests to be applied before proceeding 
to examine the posting. *® When the check of another person is received, how is it journalized ? 
" Give an example of an inventory showing a liability. ^ Give the two ways of finding the Present 
Worth in double entry. ^ What is meant by Insolvency ? " What is the object of closing accounts 
showing losses and gains ? ^ In closing an account, why is the equality of the Ledger not affected ? 
*^ What is meant by the acceptance of a draft ? ^ Give the general rule for journalizing drafts when 
drawn on account. *® What Journal entry is made when the proprietor commences business with both 
Resources and Liabilities ? *® In closing an account having a resource inventory, why is it necessary to 
credit the account with the inventory before it can be closed ? ^ After the account has been closed, 
why must the inventory be carried below the rulings ? " Why is the loss or gain not carried below the 
rulings ? ^ When are personal accounts usually closed ? ® Do errors in journalizing affect the equality 
of the Ledger ? ^* What advantage is obtained by using the Cash Book as a principal book ? ^ How is 
the work of posting from the Cash Book performed ? " What advantage is obtained by using the Sales 
Book as a principal book ? ^ How are transactions with the bank treated when no bank account is 
kept in the Ledger, and how are the entries made for such transactions ? * How is the Check Book 
balanced and proved when the Pass Book is written up ? ® How is the Cash Book balanced when 
there is cash both in the safe and in the bank ? 
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THEORETICAL AND PRACTICAL BOOKKEEPING 



SALES BOOK 



APRIL 2, 19- 



L.F. 
3 



W. Barnes, Madison, N.Y. 

2 doz. Carpet Stretchers, 

10 Grindstones, 

2 doz. C. S. Augers, 

25 Kegs Cut Nails, 2500 lbs., 



Vk) 



u 



R. C. Smith, City. 7io V« 

3. U. Clothes Wringers, 

6 Grindstones, 

1 doz. Steelyards, 

5. 

Brown & Martin, Marion, Ohio. ^/^ 
10 B. Drills, 
5 doz. P. G. Coal Hods, 

2 " C. S. Augers, 

3 « W. Wrenches, 

7 " Carpet Stretchers, 

6. 

B. R. Jones, Albion, Pa. '/jo */» ^/n 

10 Kegs Cut Nails, 1000 lbs., 

2 U. Clothes Wringers, 

3 doz. C. S. Augers, 

7 " Carpet Stretchers, 
2 « W. Wrenches, 
10 " C. S. Axes, 

Forward, 



3. 


6 








2.50 


; 25 








7.25 


14 


50 






.04 

1 


100 




145 


60 


6.25 


18 








2.50 


12 


50 






10.50 


10 > 


50 


41 


76 


7.26 


72 


50 






15. 


75 








7.25 


14 , 50 


•« 




14.75 


44 


25 






3.00 


21 




227 


26 


.04 


40 








6.25 


12 50 






7.25 


21 !75 






3. 


21 








14.75 


29 


50 1 






15. 


150 1 

1 


274 


75 


1 






, 689 


25 


1 


1 





CHECK STUB (second form) 



FORM OF DEPOSIT TICKET 



cAov-. //, Jbe/jho^iZed, 



No. ^. 

Date, ^cf-v-, 6, 

To Se/j. h. IV'klX/iveAf. 

For f?viv-jit& (Lett. 



WOO 



No. A 




Date, <Aov: ^. 




'lo £vuf(f^ V ^(yyv. 


1 


For €^^ie& ^a^. 






Amt. 



Amt. 



S775 

dOO 

4075 



200 
S875 



€. &. V (to., ^uU, 

Forward 



300 
S675 



DEPOSITED BY j 


IN THE 1 


FLOUR CITY BANK, j 

Plymouth, Minn., (Jykx,. 23; /<^06 \ 


Currency, ----- 


• 

350 




Check, yHt^^tAamZo,, 


600 




^ta^i^ii^td , 


L^ir 


25 ! 


€oa. 


f^OO 




ff^^ 
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SINGLE ENTRY BOOKKEEPING 

SINGLE ENTRY ^ is a system of bookkeeping which contemplates such a record, or the filing of 
such documents for reference only, as will enable the proprietor to determine at any time those 
resources and liabilities of his business, which cannot be found by taking an inventory. 

*For this purpose the practice is to journalize and post personal accounts only. ^Cash receipts 
and payments are entered in the Cash Book, and * Bills .Receivable and Bills Payable in the Bill Book. 
* Hence, the distinguishing feature of Single Entry is, that only personal accounts are kept in the 
Ledger. 

* The rules for journalizing personal accounts in Single Entry are exactly the same as in Double 
Entry. ^ The posting is also done in the same manner as in Double Entry. 

® Sometimes a Cash account, a Merchandise account or an Expense account is kept in the Ledger, 
and sometimes all of these are kept ; ® but when such is the case it ceases to be Single Entry, as ^^ a purely 
Single Entry Ledger contains only personal accounts. "To the extent that a Single Entry Ledger; 
contains other than personal accounts it approaches Double Entry, but ^* it still will lack many of the 
valuable features of the Double Entry method. 

^^ In Double Entry bookkeeping, other accounts than those with persons are kept in the Ledger, 
and an entry is made in the Journal, or some other principal book, for every business transaction. 
" When such entry has been posted equal amounts will have been entered on both sides of the Ledger ; 
hence the name Double Entinf, ^ In Single Entry bookkeeping only personal accounts are kept in the 
Ledger, and ^*an entry is made in the Journal only when a personal account has been affected by a 
transaction. ^^ When such entry has been posted a single amount will have been entered on but one 
side of the Ledger ; hence the name Single Entry, 

^®A Single Entry Ledger, then, differs from a Double Entry Ledger in that it contains only 
personal accounts. " Since but one amount is posted for each Journal entry in Single Entry, it will 
be apparent that the footings of the two sides of the Ledger will not be equal, and that no trial balance 
of a Single Entry Ledger can be taken. 

* Since no accounts showing gains and losses are kept in Single Entry, it follows that an itemized 
statement of the gains and losses of the business cannot be obtained. " The net gain or net loss of the 
business can be determined, however, and as accurately as in Double Entry. 

^ If a business is worth more at closing than has been invested in it, a gain has been realized ; ® if 
it is worth less, a loss has been sustained. **The present worth of a business is the amount that 
the resources exceed the liabilities. " Hence, to determine the present worth of a business it is only 
necessary to subtract the sum of the liabilities from the sum of the resources. ** And to ascertain the 
net gain or net loss it is only necessary to compare the present worth with the net investment. 

^ Transactions which result in increasing the net resources, or in ^ decreasing the net liabilities, 
cause gains ; ^ those which result in decreasing the net resources, or in ^ increasing the net liabilities, 
cause losses ; ^ those which result in increasing both resources and liabilities a like amount, or in 
^ decreasing both resources and liabilities a like amount, cause neither gains nor losses ; those ** which 
result in neither increasing nor diminishing the resources or liabilities cause neither gains nor losses. 

^ The resources of a business consist of the property belonging to the business and the debts owing 
to. it ; ^ the liabilities consist of the debts owing by the business. ** Since the property belonging to a 
business can be ascertained at any time by taking an inventory, ^ it follows that the only records which 
it is absolutely necessaiy to make in order to be able to determine the results of the business, are of 
such transactions as affect personal accounts, and of such as cause the issuing of Bills Payable. ^ The 
latter record is in the form of a memorandum. 

* For the purpose of exhibiting the details of the business, however, other records than the above 
are generally made: ^such as a record of all cash transactions in a Cash Book; of all *^ written 
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promises of others received, as well as those issued by the business, in the Bill Book ; of all ^ sales of 
merchandise in the Order Book or Sales Book ; of all ^ purchases of merchandise in the Invoice Book 
or Accounts Payable Record ; and of ** all transactions with the bank in the Check Book. 

Books Used in Single Entry. *" The books used in a Single Entry set depend much upon the 
nature and extent of the business and the information it is desired to preserve. '•^The main books 
generally used are Day Book or Journal, and Ledger. ^ The auxiliary books are, generally. Cash Book 
and Bill Book. *^ Other books, as Order Book, Sales Book, Shipping Book, Accounts Payable Book, 
Invoice Book and Inventory Book, are sometimes usied. '•^The forms of these books need not differ 
from those in Double Entry ; in fact they are generally the same. 

^ The Bay Book, or Jonmal as it is now called, contains all debits and credits to persons arising 
from transactions with such persons. '^ Such debits and credits should be accompanied by sufficiently 
clear and complete explanations of the transactions giving rise to the entries, or sufficient references 
should be made to the books containing the original entries, to enable any one, whether familiar with 
the circumstances or not, to readily understand any important facts regarding them. 

^ In law the book containing the original entry is the Day Book, whether such book is the Day 
Book so called, or the Sales Book, Cash Book, or any other book or record. •* Such books of original 
entry become jbhe basis for all explanations, " and are the only business records admitted as evidence in 
court. ^ Such records to possess value as evidence must be clear and complete and free from erasures. 
" A material alteration in an entry in a book of original entry taints the record, and sometimes makes 
it worthless. " When a mistake is made in a book of original entry, it should be corrected in such a 
manner as will make the fact that it was a mistake apparent; in other words the evidence of the 
mistake should be preserved. ^ Erasing should never be resorted to in a book of original entry. 

* The entries may be made in the Journal in the order of their occurrence, as illustrated in the 
month of January ; or a ® summary of the day's business as recorded in the other books may be made 
in this book at the close of each day, as illustrated in the month of February. ® The posting is done 
entirely from the Journal in the month of January. 

^ The Cash Book used in this set is the common Single Entry form, which requires the use of 
but one page of the book at a time, ^ the entries being made usually in the order of their occurrence, 
** the receipts being entered in the left-hand • money column and ^ the payments in the right-hand 
money column, ^ The difference bet^veen the footings of the two columns should, of course, agree with 
the amount of cash belonging to the business. 

^' The Ledger and Bill Book are the same in form as those used in the preceding sets. The 
other books used in the set will be explained and illustrated as they are introduced in the work. 

^The following set is designed to illustrate bookkeeping by Single Entry; also "the changing of 
Single Entry books to Double Entry. ™ In the month of January only the simplest form of Single 
Entry is illustrated. "In the month of February several labor-saving features are introduced, together 
with improved forms of books; "and the manner of changing to Double Entry is fully explained and 
illustrated, " no additional books being required to continue the bookkeeping by Double Entry . 

GENERAL RULES FOR SINGLE ENTRT 

Bole 1. ^* The Proprietor is credited 

• For the sum of his resources at the beginning of business; 
** For subseqn^it investments in the business; and 

^ For his net gain, if any y when the books are closed. 

Rule 2. " The Proprietor is debited 

• For the sum of his liabilities at the beginning of business; 

** For such sums as he may draw out of the business from time to time; and 
° For his net loss when the books are dosed, if there has been a loss. 

Bale 3. ^® Persons are debited 

• WJien they get into our debt; and 

^ W/ien tee get out of their debt, infuU or in part. 

Bale 4. ^ Persons are credited 

• Wlien tee get into their debt; and 

*» When they get out of our debt, infuU or inpati. 
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Bole 5. ^^Oash is entered <m the left-hand, or debit aide, of the Cash Book, when U is received into the 
business from whatever source. 

Bole 6. ^ Cash is entered on the right-hand, or credit side, of the Cash Book, xchen it is paid out for 
whatever purpose. 

Bnle 7. * Bills Receivable are entered in the Bill Book as soon as received, with all of the 
particulars regarding them; as, the date of the note or acceptance, the date on which it will foUl due, the 
name of the party tcho toill have to pay it, tlie name of the endorser, if any, the name of the place where 
it is payable, and the amount; and when it is paid it is so indicated in the proper column in the Bill 
Book. 

Bnle 8. *^ Bills Payable are entered in the BUI Book ae soon as issued, with all the facts regard- 
ing them; a>s, the date of the note or acceptance, its date of maturity, the name of the payee, the name of 
the place where it is payable, and tJie amount; and when it is paid it is so indicated in the proper column 
in the BiU Book. 

"The principal difficulty which the student who is familiar with Double Entry will encounter in 
Single Entry bookkeeping, is in confining his journalizing to transactions affecting personal accounts. 

"A good rule for the student who is familiar with Double Entry, in journalizing by Single Entry, 

is, first to decide what Journal entry would be made for the transaction by the double entry method ; then 

if he find in such, entry that a person is to be either debited or credited, the same person must be debited 

or credited in the Single Entry Journal, otherwise no Journal entry is to be made. 

» 
Note. — The following entries do not represent the work of the text, being given merely for the parpose of illustrat- 
ing the forms of the entries in a Single Entry Journal and Cash Book. 



SINGLE ENTRY JOURNAL 

January 11, 19 — 



Henry Manning, 

Commenced business with the following resources : 

Cash, as per Cash Book, 

Store and fixtures, No. 519 State St., 

Barnes & Co., New York, 

Bo't mdse., invoice No. 1, Jan. 3, 60 da., 2% 10 da., 

It 

Samuel Sloan, Waverly, 

Sold on, account, 30 da., 1% lOda.^ 
5 pes. Atlantic A. Sheeting, 256, 

3 " Piedmont C. Drills, 125, 
5 " Manchester Gingham, 198", 

4 " York Denims, 150, 

Samuel Sloan, 

Kec'd cash to apply on above inyoioe. 



Or. 



Cr. 



Dr. 

8« 
9* 

7« 
16} 

Cr. 





• 


8650 


2650 
6000 




669 
73 


21 
11 
14 
26 


76 
88 
89 


23 









15 



68 



63 



SINGLE ENTRY CASH BOOK 









Receipts 


Payments 


19— 














Jan. 


11 


Invested by Henry Manning, 


2650 










11 


Office Furniture, Books, Stationery, etc.. 






160 


84 




12 


Samuel Sloan, to apply on invoice this date, 


23 


53 








13 


Freight and drayage on goods from New York, 






3 


52 




16 


Barnes & Co., New York, invoice Jan. 3, 569.15, less 2(fo, 11.38, 






557 


77 




16 


Mdse., sold James Brown, less 1% per invoice reoeipted. 


37 


19 
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BUYING PRICE LISTS FOR JANUARY AND FEBRUARY 



American Prints 

Atlantic A. Sheeting- 

Birmingham Ticking 

Bombay Gingham 

Dakota Kentucky Jeans 

Hamilton Stripe. — - 

Kellog Opera Flannel 

Kenwood Cottonade 

Manchester Gingham 

Merrimack Prints--- 

Oxford Canton 

Passai c Prints 

Paper Cambric -- 

Pepperell Sateen 

Piedmont Cotton Drills - 

Pontiac Seersucker 

Red Cross Silesia 

Royal Shaker Flannel 

Stark Cotton Duck 

Stevens Crash 

Tremont Cotton Flannel 

Vermont Cotton Cheviot 

Washington Cambric 

Waverly Suiting — 

York Denims-- 



.06« 

.07 

.07* 

.08« 

.16 

.09* 

.30 

.14 

.05« 

.06^ 

.11 

.04* 

.05 

.08* 

.07 

.05* 

.07* 

.25 

.10 

.06 

.10* 

.12* 

.043 

.32* 

.12* 



2 



.06 

.06* 

.07^ 

.082 

.15 

.09^ 

.29 

.13 

.06 

.06* 

.11* 

.05 

.05* 

M\ 

.06^ 

.058 

.07* 

.25* 

.10* 

.06^ 

.10« 

.12» 

.04* 

.33J 

.128 



3 



.06* 

.06* 

.07 

.08i 

.16 

.09* 

.29^ 

.13* 

.05' 

.06 

.10* 

.04* 

.05 

.08* 

.06* 

.05* 

.07* 

.2b 

.10 

.05« 

,10 

.12 

.04* 

.32* 

.12* 



.06» 

.07 

.07* 

.08« 

.16J 

.10 

.31 

.15 

.06* 

.07 

.12 

.05* 

.05* 

.08i 

.06* 

.05« 

.07* 

.25* 

.10* 

.06* 

.10* 

.12* 

.048 

•331 

.12^ 



.06^ 

.06* 

.07* 

.08 

.16 

.09* 

.30 

.14 

.06 

.06* 

.11* 

.05 

.05* 

,08* 

.06* 

.05* 

.07 

.25 

.10* 

.06 

.10 

.12 

.04 

.33 

.12* 



.06 

.06* 

.06« 

.07* 

.15* 

.09* 

.29* 

.13» 

.05* 

.06 

.103 

.04* 

.05 

.08 

.06 

.05* 

.06« 

.24* 

.10 

.06 

.10* 

.12* 

.04* 

.32 

.12 



.06* 

.07 

.07* 

.08* 

.16 

.09* 

.31 

.14* 

.058 

.06* 

.10 

.04* 

.05 

.08* 

.068 

.06 

.07* 

.25* 

.10* 

,06* 

.10* 

.128 

.04* 

.33 

.12* 



8 

.06* 

.068 

.07 

.08 

.16J 

.10? 

.33^ 

.15 

.06* 

.068 

.10* 

.048 

.05* 

.08J 

.068 

.058 

.07 

.25 

.10* 

.06^ 

.10 

.12 

.04* 

.32 

.12 



9 

.068 

.07* 

.07* 

.08* 

.16* 

.098 

.32 

.15 

.06 

.06* 

.10* 

.04* 

.05* 

.08* 

.07* 

.06* 

.07* 

.25* 

.11 

.068 

.10* 

.12« 

.04* 

.31* 

.12* 



10 

.06 

.06* 

.07 

.084 

.16^ 

.09* 

.31 

.14 

.05* 

.06* 

.10 

.04* 

.05* 

.08* 

.07 

.06 

.07* 

.25* 

.10* 

.06^ 

.10* 

.12* 

.04* 

.33 V 
.12* 



Where the fracUoDS are not expressed in full in the price lists, fourths are understood. 



SELLING PRICE LISTS FOR JANUARY AND FEBRUARY 



American Prints 

Atlantic A. Sheeting 

Birmingham Ticking 

Bombay Gingham.- 

Dakota Kentucky Jeans- 

Hamilton Stripe 

Kellog Opera Flannel 

Kenwood Cottonade 

Manchester Gingham 

"Merrimack Prints 

Oxford Canton 

Passaic Prints- 

Paper Cambria - 

Pepperell Sateen 

Piedmont Cotton Drills. 

Pontiac Seersucker 

Red Cross Silesia — 

Royal Shaker Flannel -— 

Stark Cotton Duck 

Stevens Crash 

Tremont Cotton Flannel 

Vermont Cotton Cheviot 

Washington Cambric 

Waverly Suiting 

York Denims - 



.08* 

.08« 

.09* 

.10 

.192 

.11 

.37* 

.16* 

.07^ 

.08 

.15 

.06« 

.07 

.10 

.09' 

.08 

.09 

.30 

.12« 

.08* 

.15 

.16f 

.06^ 

.40 



2 



.08 

.08^ 

.09 

.09* 

.19 

.10" 

.37 

.16« 

.071 

.07« 

.14« 

.06' 

.06» 

.09» 

.09 

.08 

.08» 

.29 

.12 

.08 

.14* 

.16 

.06 

.39 

.16 



S 



.07« 

.08 

.08* 

.09* 

.18« 

.10' 

.37 

.16* 

.07 

.07* 

.14* 

.06^ 

.06* 

.09* 

.09^ 

.08^ 

.09* 

.31 

.12* 

.08' 

.14* 

.16' 

.06 

.38 

.15* 



.08* 

.08« 

.09' 

.10 

.19' 

.10' 

.37' 

.16* 

.07* 

.07« 

.14* 

.06* 

.07 

.09* 

.09 

.08 

.09' 

.30 

.12 

.08 

.14* 

.16 

.05» 

.37 

.15 



.08' 

.08* 

.09 

.09» 

.20 

.11 

.37* 

.16* 

.07^ 

.07« 

.14* 

.06» 

.07' 

.10 

.09* 

.08« 

.09* 

.31 

.12* 

.08' 

.14' 

.16 

.06 

.37* 

.15* 



.08 

.08* 

.08« 

.09* 

.19* 

.10* 

.37' 

.16' 

.07 

.07* 

.14' 

.06' 

.07 

.09* 

.09 

.08^ 

.09' 

.29 

.11 

.07« 

.14 

.15* 

.05* 

.37 

.15 



.08« 

.09 

.09* 

.10' 

.20 

.11 

.37* 

.16* 

.07' 

.07* 

.14* 

.06* 

.07 

.09» 

.09' 

.08* 

.09* 

.30 

.12 

.08 

.14* 

.15» 

.058 

.37* 

.15* 



8 

.08* 

.08« 

.09 

.10^ 

.20' 

.11' 

.37* 

.16f 

.07*^ 

.08 

.15 

.06« 

.07' 

.10 

.09* 

.08i 

.09' 

.29 

.11 

.07» 

.14 

.15 

.05 

.36* 

.15' 



9 

.08» 

.09 

.09* 

.10 

.19* 

.10* 

.37 

.16' 

.07' 

.07« 

.14» 

.06* 

.07* 

.09* 

.09* 

.08* 

.08» 

.2S 

.10* 

.07* 

.14 

.15 

.05' 

.37 

.15 



10 

.08' 

.08* 

.08» 

.09* 

.19 

.10' 

.36» 

.16 

.07 

.07* 

.14' 

.06* 

.07 

.09* 

.09 

.08* 

.09 

.29 

.11 

.08 

.15 

.16| 

.06' 

.37^ 

.15* 
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MEMORANDA OF TRANSACTIONS FOR JANUARY 

Books to be Used : Journal, Ledger, Cash Book, Bill Book and Check Book. 
In the absence of a Check Book a sheet of cap paper may be used for a Check Book stub. 

11. Commence business with the following resources: Cash 3000.00; Store and Fixtures, No. 364 

Market St., valued at 7000.00. {Enter in Journal and Cash Book. See forms of these books 07i 
page 91. Also see Rxde 1 a, page 90, and Rule 5, page 91.) 
Buy of the Office Supply Co., Office Furniture, Blank Books, Stationery, etc., and pay for same in 
cash, 154.00. Also pay for postage in cash, 1.25. {Rule 6, page 91.) 

No entry is required in the Joiunal for the above transactions for the reason that no personal account is affected by 
them. {See 16, page 89.) 

Open an account with Merchants Bank and deposit cash 2700.00. {Enter in Check Book only.) 

In this set the money in bank will be treated as on hand and the bank account will be kept on the stub of the Check 
Book, as in preceding sets. A bank account could be kept, however, in the Ledger, treating it the same as a 
personal account. This would necessitate an entry in the Cash Book wiienever a deposit was made, as well as 
in the Check Book. In the absence of a Check Book the bank account may be kept on a sheet of cap paper ruled 
to represent a Check Book stub. 

Receive by freight from H. B. Corwin & Co., New York, invoice dated Jan. 5 ; terms, on account, 
60 da., 1% 30 da., 2% 10 da. : 50 pes., 2950 yds., American Prints ; 30 pes., 1225 yds., Manchester 
Gingham ; 20 pes., 875 yds., Hamilton Stripe ; 10 pes., 415 yds.. Piedmont C. Drills ; 10 pes., 
352 yds.. Royal Shaker Flannel ; 15 pes., 375 yds., Stevens Crash ; 20 pes., 750 yds., Vermont C. 
Cheviot; 10 pes., 315 yds., Waverly Suiting; 20 pes., 875yds., Washington Cambric. {Rule 4 a, 
page 90; see cdsofoim of Journal, page 91.) 

It is unnecessary to enter the items in the Journal, the invoice itself being placed on file for reference. In business 
when an invoice is received, it is examined by the buyer, and if found to correspond in price and quantity to the 
order, it is **OKM" by him, and then filed until the g^ods arrive, when it is given to the receiving clerk, who 
checks each item on the invoice as it is found to tally with the goods. The bookkeeper then examines the exten- 
sions and footing, and if everything is correct makes an entry for the transaction under the current date, or at 
the end of the month, according to the custom of the house. In either case the date of the invoice is entered in 
the explanation column in the Ledger, as that is really the date of the transaction. Invoices are also numbered 
in the order in which they are received, which assists greatly in referring to them. In each computation if the 
re8ult is five mills or over, add another cent, if less than five reject the mills. 

12. Receive by freight from Jordan & Co., Boston, invoice dated Jan. 4; terms, on account, 30 da., 1% 

10 da.: 25 pes., 1372^ yds., Atlantic A. Sheeting; 10 pes., 576^ yds., Birmingham Ticking; 35 
pes., 1844 yds., Merrimack Prints; 15 pes., 461 yds., Pontiac Seersucker; 20 pes., 912 yds., 
Pepperell Sateen; 8 pes., 272 yds., Tremont C. Flannel ; 12 pes., 483 yds., York Denims. 

The meaning of the above ** terms ^* is that the purchaser has 30 days from the date of the invoice in which to pay it, 
and if he pays it within 10 days from that date he is entitled to a discount of 1% on the face of the invoice. 

Pay freight charges on goods received from New York and Boston by check, favor Erie Despatch Co., 
14.48 ; also pay drayage on same in cash, 1.70. {Rule 6, page 91. Enter also in Check Book.) 

Transportation charges on goods are paid by the purchaser, in tlie absence of an agreement to the contrary. Freight 
companies, unlike Express companies, do not truck goods, hence the above charge for drayage. This transaction 
reduces the resources and hence a loss is sustained. (See 29, page 89) 

13. Sell Brooks & Son, Akron, on account, 10 da. : 10 pes., 583 yds., American Prints; 5 pes., 21.2* yds., 

Hamilton Stripe; 5 pes., 198* yds., Manchester Gingham; 3 pes., 101 yds., Royal S. Flannel. 
{Rule 3a; see also form of Journal^ page 91.) 

Make the extensions mentally as much as possible and review your work before taking up the next transaction. 
Since the amount for which Brooks & Son get into our debt, which debt is a resource, is greater than the cost of 

the Mdse. parted with, which Mdse. was a resource, it will be apparent that the resources have been increased 

by the transaction, and hence a gain has been realized (See 27, page 89 ) 

Sell James Saunders, Toledo, on account, 30 da., 1% 5 da. : 5 pes., 2b^ yds., Atlantic A. Sheeting; 

3 pes., 125 yds.. Piedmont C. Drills; 5 pes., 204 yds., Pepperell Sateen; 4 pes., 150 yds., York 

Denims. 
Pay drayage from store to freight house on goods shipped to Akron and Toledo, in cash, 50^. 

{Rule 6.) 
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MEMORANDA OF TRANSACTIONS FOR JANUARY (Continued) 

14 Buy of Central Mfg. Co., City, on account, 30 da., 2% 10 da.: 25 pes., 1248 yds., Paper Cambric; 
10 pes., 615 yds.. Red Cross Silesia. 

See explanation under Jan. 11. By this transaction both resources and liabilities have been increased a like amount ; 
hence the immediate result is neither a loss nor a gain. (^See 81, page 89.) 

Sell Hamilton & Mason, Newville; terras, cash in 10 da. 1%, or 2 months' note delivered in 10 
da.: 4 pes., 232 yds., Birmingham Ticking; 5 pes., 275 yds., Merrimack Prints; 2 pes., 118 
yds.. Red Cross Silesia; 4 pes., 149 yds., Vermont C. Cheviot; 1 pc., 32* yds., Waverly Suiting. 

Give Stevens & Co. your check for 7.50 in payment of their bill for packing boxes. 

As no charge is made to customers for boxes or cases in which goods are shipped, the boxes cannot be treated as a 
resource ; and since the resources have been reduced by the drawing of the check, this transaction results in a loss 
to the business. {See S9^ page 89,) 

16. Draw cash from the business for private use, 20:00. (Rule 2 b.) 

Post this item to the proprietor's investment account. Sometimes a private account is opened to receive such entries 
as this, but it is deemed unnecessary in this set. The effect is the same in both cases. 

Receive by freight from Ames & Co., Philadelphia, invoice dated Jan. 10 ; terms, cash in 10 da. 
1%, or 30-da. note delivered in 10 da. : 100 pes., 4238 yds., Bombay Gingham ; 50 pes., 3150 yds., 
Kenwood Cottonade. 
16. Sell Kenfield & Co., Plainfield, on account, 10 da. : 10 pes., 450 yds., Washington Cambric ; 5 pes., 
285 yds., American Prints ; 1 pc, 58 yds., Birmingham Ticking. 

18. Receive from James Saunders, Toledo, a New York draft for the amount of the invoice sold him 

on the 13th inst., less 1%. (Rules 4 b and o. See 29, page 89.) 

Enter only the actual amount of cash received in the Cash Book. Tliis transaction results in a loss to the business, 
as the resource received, cash, is less than the resource parted with, the claim against Saunders, which decreases 
the net resources. 

Deposit in bank, currency, 100.00, and the New York draft received from James Saunders. 

Sell Martin & Jones, City, for cash, less 1%: 3 pes., 132 yds., Bombay Gingham; 2 pes., 79^ yds., 

Manchester Gingham. Receive cash for the net amount of the invoice. (Rule 5; see form of 

Cash Book, page 9L No Journal entry required ; see 16, page 89.) 

The resources are increased by this transaction by an amount equal to the difference between the cost of the Mdse. 
and the cash received ; hence a gain has been realized. {See 27, page 89.) 

19. Receive by freight from Foster <& Co., New York, invoice dated Jan. 12; on account, 30 da., 2% 

10 da.: 25 pes., 812 yds., Kellog Flannel; 10 pes., 375 yds., Dakota Jeans; 5 pes., 162 yds., 
Oxford Canton. 
Give Ames & Co., Philadelphia, your note, drawn at 30 da. from date, payable at ^Merchants Bank, 
for the amount of the invoice received from them on the 15th inst. (Rules 3 b and 8.) 

20. Receive from Hamilton & Mason, Newville, their note, dated Jan. 19, at 2 months, payable to your 

order at First National Bank, Newville, for the amount of the invoice sold them on the 14th 
inst. (Rules 4 b and 7.) 

Rule the Bill Book as instructed in note under Jan. 16. 

Give Hilbert Truck Co. your check for 5.02, in payment of freight and drayage charges on the 
goods received from Philadelphia on the 15th inst., and from New York on the 19th inst. 

The rules of most if not all transportation companies require that the charges for carrying goods be paid before the 
goods are delivered. This requireiuent may be relaxed, however, at the discretion of the company's agent, but he 
becomes personally responsible for any loss to the company arising from such causes. 

When the goods arrive it is customary for the transportation company, except it be an Express Co., to notify the 
consignee of that fact, and also of the amount of the charges. In places where there are public draymen, this 
notice by the transportation company becomes unnecessary, as these draymen, by previous agreement, look after 
and attend to all incoming freight consigned to their patrons. These draymen often pay the freight charges on 
the goods and collect the same, together with their own charges for drayage, from the consignee. 

21. Sell James Saunders, Toledo, on account, 30 da., 1% 10 days: 5 pes., 212 yds., Hamilton Stripe; 

. 3 pes., 104 yds., Dakota Jeans; 5 pes., 151 yds., Kellog Flannel. 
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MEMORANDA OF TRANSACTIONS FOR JANUARY (Continued) 

22. Pay Central Mfg. Co., City, by check, for invoice of the 14th Inst., less 2%. (Debit C. M, Co, for 

the full amount of the invoice; enter the amount of the check only in Cash Book and CJieck Book,) 

This transaction results in a gain to the business as the resources are diminished less than the liabilities, which is 
equivalent to increasing the net resources. {See 27^ page 89.) 

Receive by freight from H. B. Corwin & Co., New York, invoice dated Jan. 15 ; terms, on account 
30 da., 1% 10 da : 100 pes., 4486 yds., Passaic Prints ; 40 pes., 2340 yds.. Stark C. Duck. 

23. Sell Austin & Bro., City, on account, 10 da. : 5 pes., 202 yds., Bombay Gingham ; 10 pes., 586 yds., 

American Prints; 4 pes., 208 yds., Atlantic A. Sheeting; 1 pc., 42^ yds., Hamilton Stripe. 

26. Sell Martin & Jones, City, terms, i cash, ^- on account, 10 da. : 10 pes., 592 yds., American Prints ; 
5 pes., 251 yds., Atlantic A. Sheeting; 2 pes., 87 yds., Hamilton Stripe ; 1 pc, 41 yds., Piedmont 
C. Drills. Receive cash for one half the amount of the invoice. (Rules 3 a,4^f ^^^d 5,) 

In transactions like the above it is customary, in Single Entry, to make an entry in the Journal debiting the person 
with the full amount of the Invoice and then to make a second entry giving him credit for the amount paid. 
Remember to add another cent where the computation or the division results in 5 mills or over. 

26. Receive from Ames & Co., Philadelphia, invoice dated Jan. 20; terms, \ note at 30 da. from date of 
sale, ^ on account, 60 da., 1% 30 da., 2% 10 da. : 59 pes., 2012 yds.. Piedmont C. Drills ; 45 pes., 
1315 yds., Oxford Canton. Make your note at 30 da. from Jan. 23, for one half the amount of the 
above invoice, and remit it to Ames & Co., as per above terms. (See note above.) 

Receive from Brooks <& Son, Akron, a New York draft for one half the amount of the invoice sold 
them on the 13th inst., and their note, dated Jan. 23, at 30 da., with interest at 6%, for the 
balance. 

Deposit in Bank the New York draft received from Brooks & Son to-day, and all the currency on 
hand. 

To determine the amount of currency on hand, add the face of the above draft to the bank balance as shown by the 
Check Book, and subtract their sum from the cash balance as shown by the Cash Book. 

OT. James Saunders, Toledo, returns the 3 pes. Dakota Jeans included in the invoice of Jan. 21, as per 
agreement, the quality not being satisfactory. 

Treat this transaction as if you had bought the goods back from Saunders, at the regular selling price. 

Sell Hamilton & Mason, Newville, on account, 30 da., 2% 10 da.: 10 pes., 598 yds., Kenwood 
Cottonade ; 10 pes., 582 yds., Merrimack Prints ; 5 pes., 162 yds., Oxford Canton ; 5 pes., 192yds., 

Dakota Jeans. 

■ 

29. Sell Jenkins & Curtis, Broomfield, -J- in cash, -J- on account, 30 da., or 60-da. note in 10 da. : 25 pes.^ 

1060 yds., Bombay Gingham ; 15 pes., 600 yds., Manchester Gingham ; 10 pes., 450 yds., Passaic 
Prints ; 2 pes., Q6 yds., Pontiac Seersucker. Receive cash for one half the amount of the invoice. 

30. Draw on Kenfield & Co., Plainfield, at sight, for one half the amount of the invoice sold them on the 

16th inst, and deposit the draft in the bank, less 15^ for collection; also draw on Kenfield & Co., 
at 15 da. sight, for the balance of the invoice and send the draft to them for acceptance. 

Credit K. & Co. for the sight draft only. Make no entry for tlie second draft until it is returned accepted. 

Give Hilbert Truck Co. your check for 13.80 for sundry freight and drayage bills from Jan. 20th to 
date. 

Pay sundry expense bills for the month in cash, 14.75 ; also bookkeeper, 25.00, and clerks, 35.00, in 
full for services to date. 

Balance, rule and foot the Cash Book, and post the entries from the Journal. Give each account 
in the Ledger one fourth of a page space. Write such an explanation of each entry in the Ledger as 
will clearly indicate its character. For instance, in posting the entry, Jordan & Co., Jan. 12th, in addi- 
tion to the amount and date, write in the explanation column, " Inv. Jan. 4, No. 2." 
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®*4^fter completing the posting you will next prepare to make a statement of resources and liabilities, 
for the purpose of ascertaining the result of conducting the business. Foot the accounts in the Ledger 
and find the amount owing to you and by you on such accounts. 

^ Since the Single Entry Ledger contains only personal accounts, or only a part of the resources and 
liabilities, it will be apparent that a complete statement of the business cannot be made from that book. 
Hence, it is necessary to obtain the other resources and liabilities from other sources. 

" Since a complete record of the receipts and payments of cash has been kept in the Cash Book, the 
amount of cash belonging to the business, which is a resource, may be ascertained from that Book; *^and 
for the same reason the amount of unpaid Bills Receivable belonging to the business, a resource, and 
the amount of unpaid Bills Payable, a liability, can be obtained from the Bill Book. * But siiice no 
complete record has been kept of the Mdse. bought and sold, it follows that the only way to determine 
the amount on hand, which is a resource, is by taking an inventory, or an account of stock, as it is 
often called. 

^ Sometimes a Stock Book is kept for the purpose of recording the quantity of Mdse. bought and 
sold, and of course in such cases, the amount of Mdse. on hand at any time could be found by that book. 
But even when a stock book is kept, an inventory is generally taken to prove that' book, the same as 
cash is counted to prove the Cash Book. 

** In most business houses the inventory is taken by the clerks and others in the different depart- 
ments, who make their records in coarse blank books or on loose sheets of paper, and these records are 
then copied into a book called an Inventory Book, from which source the Bookkeeper ascertains the 
value of the Mdse. on hand. The following is a statement of the Mdse. on hand, which you will enter 
in your Inventory Book, or in your Journal, in the absence of an Inventory Book. 

®^ Mdse. is usually inventoried at the price at which it could be purchased at the time of taking 
stock. As there has been no material change in the market price of these goods since they were pur- 
chased, you will inventory them at cost. 



INVENTORY, JAN. 30, 

Schedule A. — American Prints, 15 pes., 904 yds.; Atlantic A. Sheeting, 11 pes., 657' yds. ; Bir- 
mingham Ticking, 5 pes., 286^ yds.; Bombay Gingham, 67 pes., 2844 yds.; Dakota Jeans, 5 pes., 183 
yds. ; Hamilton Stripe, 7 pes., 321 yds. ; Kellog Opera Flannel, 20 pes., 661 yds. ; Kenwood Cottonade, 
40 pes., 2552 yds. ; Manchester Gingham, 8 pes., 347 yds. ; Merrimack Prints, 20 pes., 987 yds. ; Oxford 
Canton, 45 pes., 1315 yds. ; Piedmont C. Drills, 56 pes., 2261 yds. ; Pontiac Seersucker, 13 pes., .396 yds. ; 
Passaic Prints, 90 pes., 4036 yds. ; Royal S. Flannel, 7 pes., 251 yds. ; Pepperell Sateen, 15 pes., 708 
yds.; Paper Cambric, 25 pes., 1248 yds.; Red Cross Silesia, 8 pes., 497 yds.; Stark C. Duck, 40 pes., 
2340 yds.; Stevens Crash, 15 pes., 375 yds.; Vermont C. Cheviot, 16 pes., 601 yds.; Tremont C. 
Flannel, 8 pes., 272 yds. ; Waverly Suiting, 9 pes., 282 ^ yds. ; York Denims, 8 pes., 333 yds. ; Washing- 
ton Cambric, 10 pes., 425 yds. 

There is still some property belonging to the business which must be inventoried in order that the 
statement may exhibit all of the resources. Following is a schedule of such property, which you will 
copy in your Inventory Book immediately following the Mdse. inventory: 

Schedule B. — Store and Fixtures, valued at cost ; Office Furniture, etc., valued at 150.00. 

^ Sometimes other things than property are inventoried ; as, interest on written promises and other 
past due debts ; discount on written promises and other debts not yet due ; unpaid rent, taxes, salaries, etc. 

** Again, an inventory may include every species of resource or liability pertaining to the business, 
in which case it partakes of the nature of a statement of the condition of the business. 

You will now make a Statement of Resources and Liabilities similar to the one given on the next 
page, taking the amounts from your own books, as those given do not represent the work of the text. 
Exhibit the personal accounts in detail in your statement. 
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STATEMENT, JAN. 30, 19- 



BESOURCES 



Personal Accounts Beceivablci as per Ledger, 



Bills Eeceiyable, 
Cash, 

Merchandise, 
Store and Fixtures, 
Office Furniture, etc. 



<( 

it 

it 
u 
it 



Bill Book, 
Gash Book, 
Inventory Book, 



u 



u 



LIABILITIES 



Personal Accounts Payable, as per Ledger, 
Bills Payable, « Bill Book, 



Present Worth, 

Invested, 

Withdrawals, 

Net Credit, 

Net Gain, 



1391 


84 


• 


498 


71 




2143 


78 




1876 


93 




5000 






100 


57 


11010 


1624 


789 


42 


2413 




8696 


8660 






160 




8500 




96 









26 



99 



27 



27 



The present worth is found, as shown above, by subtracting the sum of the liabilities from the sum 
of the resources ; and the net gain is found by subtracting the net credit from the present worth. 

•* When the sum of the resources is less than the sum of liabilities, the difference will show the pro- 
prietor's present insolvency ; and * the net loss may then be found by adding the present insolvency to 
the net credit. ^If the proprietor began business insolvent, a net gain has been realized if the present 
insolvency is less than the net insolvency ; and ^ a net loss has been sustained if the present insolvency 
is greater than the net insolvency. 

^If the present worth is less than the net credit, a net loss has been sustained, "the amount of 
which may be determined by subtracting the present worth from the net credit 

The net gain as shown by your statement should agree with that given below,, under the price list 
number corresponding to your own, 

f JVb. 1 No. t No. 3 No. 4 No. 6 No. 6 No. 7 No. 8 No. 9 No. 10 

^°" 1 74.91 61.16 56.55 27.65 84.52 84.33 83.47 72.82 46.04 62.49 

^ You will now cause the proprietor's account to exhibit his present worth, by crediting it with the 
net gain as shown by your statement, and balancing and ruling up the account, and bringing the amount 
of the present worth down below the ruling on the proper side of the account. 



QUESTIONS 

Page 89. — * Define Single Entry. 'What is the distinguishing feature of Single Entry? 'How 
lire personal accounts journalized in Single Entry ? ' How is the posting done in Single Entry ? 
"From what does Single Entry take its name? ^Are the footings of th© two sides of a Single Entry 
Ledger generally equal ? "Can a trial balance of a Single Entry Ledger be taken ? "Why cannot an 
itemized statement of the gains and losses of a business be obtained from a set of Single Entry books ? 
•* Can the net gain or net loss be determined when the books are kept by Single Entry ? ^' * What trans- 
actions produce gains to the business? ^**What ones cause losses? *^""What ones cause neither 
gains nor losses ? ^ Wha^ records are absolutely required in Single Entry ? * Why are other records 
made ? *^ What are they ? Page 90. — ^ What books are generally used in Single Entry ? •How do 
the forms of these books compare with those in Double Entry? "Describe the Day Book. "What 
must be the character of those records to possess value as evidence ? ^How should a mistake made in 
an original entry be corrected? *Are erasures permissible in books of original entry? •^From what 
book is the posting done in the preceding month? ® Describe the Cash Book used in the preceding 
month. * What is the design of this set? Page 97. — How is the present worth found in Single Entry ? 
How the net gain ? How the net loss ? 

You are now prepared to continue the work of the set as outlined in the memoranda for the month 
of February. 
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FEBRUARY 

The work of this month is a oontinuation of that of January. Several labor-saving features are here 
introduced^ and two additional books are employed. 

^ The Books used are Journal, Ledger, Cash Book, Bill Book, Check Book, Order Book, and Accounts 
Payable Book. 

^The Accoimts Payable Book contains an itemized record of all time purchases. See form of 
this book on page 100. 

^ The Order Book contains a record of all sales of merchandise on account or for cash. See form 
of this book below. 

^The Cash Book contains a record of all receipts and payments of cash, as in the preceding month. 

^ The Jonmal contains a record in detail of such original entries as do not properly belong in the 
other books, and also a summary of such original entries as do appear in the other books. ^ The debit 
and credit items are separated in this book in this month. ^The debit items are entered in the left- 
hand money column, and ^ the credit items in the right-hand money column. See form of this book on 
page 99. 

^ The Check Book, Bill Book^ and Ledger are used for the same purpose and are kept in the same 
manner as in the month of January. 

Illustrations of the forms of the additional books introduced in this month are given below and on 
the following pages. ^ The records therein do not represent the work of the text, and are given merely 
to assist the student in arranging the entries in his own books. 

ORDER BOOK 

Bbookpobt, Febbuaby 1, 19 — 






Jas. Coady, 
30 da., 2% 10 da., 
5 doz. hlf . Hose, 

3 a tt te 

Case # 1751. 



Townsend & Yale, 
Cash, 2%, 

50 yds. Lons. Sheeting, |, //q* 
100 " Fruit of the Loom, f,/^^ 



Tonawanda. 

Express. 

5.00 

4.50 

8.00 



B 



Case # 1762. 



M. E. Thomas, 
30 da., 

25 yds. Ladies' Dress QoodSy 
100 doz. Pearl Buttons, 

Case # 1763. 



/l Ve 



Mer. Des. 
16^ 



Less 2%, 



Syracuse. 
Her. Des. 

30^ 



B 



A 'A 



Tdtal, 



25 
13 
16 



8 

7 



15 



16 



21 
30 



50 



50 



64 



50 



50 
31 



19 



25 



61 



105 



25 



75 



111 The marks ^ are made when the goods are shipped >^ ** B/^^ 2/^ *' indicates that the Bill of Lading is dated 
Feb. 6. 11' This is the charging date, u^ The date over each order is the date it was received. "^ The case number 
snould appear on Order Book and Bill of JjuWnQ^ itf The figures under the shipping marks are the posting checks. 
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JOURNAL 

Brockpobt, February 1, 19 — 



14 



32 



73 



817 
212 
715 



88 
91 
314 
95 



314 
95 



817 
715 



Brown, Pierce & Co., 

To our 30 da. note to balance account. 



Scott & Tilden, 

By our 10 da. draft, on account. 



James G. Elwood, 

By 1 mo. services, on account. 



Dr. 



Cr. 



Cr. 



SUHMART 



Accounts Payable Book. 

Farmer Bros., 
Morgan, Root & Co., 
Newton & Dowling, 



Order Book. 

James Coady, 
M. E. Thomas, 
Emerson Bros., 
Brown & Todd, 



Bot. on acct. per. fol. 16. Cr. 

Inv. t 1. Jan. 28. 
« J 2. « 29. 
" «3. « 31. 



Sold on acct. per. fol. 38. Dr. 

Inv. Feb. 1. 30 da. 

" " 3. 30 da. 

« " 4. 30 da. 

« " 4. 30 da. 



u 



Cash Collections, per C. R fol. 18. 

Emerson Bros., 
Brown & Todd, 



Feb. 4. 
4. 



iC 



Cr. 
On acct., 

« (6 



Cash Payments, per C. B. fol. 18. Dr. 

Farmer Bros., Feb. 3. For Inv. Jan. 28, less 1 %, 

Newton & Dowling, Feb. 4. On acct.. 



500 



37 



54 

51 

175 

89 



610 
300 



1681 



50 
25 

52 



60 



24 



300 



75 



510 
900 
530 



75 
50 



2441 



60 
30 
70 



60 



ABSTRACT OF LEDGER 









Feb. 5, 


.19— 






















14 


Brown, Pierce & Co., 


500 


37 
























32 


Scott & Tilden, 






300 






















73 


James G. Elwood, 






75 






















817 


Farmer Bros., 


510 


60 


510 


60 




















212 


Morgan, Root & Co., 






900 


30 




















715 


Newton & Dowling, 


300 




530 


70 




















88 


James Coady, 


54 


50 
























91 


M. E. Thomas, 


51 


25 
























314 


Emerson Bros., 


175 




75 






















95 


Brown & Todd, 
(Compare with footings of Journal.) 


89 


52 


50 


60 




















1681 


24 


2441 
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MEMORANDA OF TRANSACTIONS FOR FEBRUARY 

1. Sell R. D. Brown, Dansville, on account, 30 da. : 4 pes., 136* yds., Tremont C. Flannel; 10 pes., 
542' yds., Stark C. Duck ; 5 pes., 125 yds., Stevens Crash ; 5 pes., 254 yds.. Paper Cambric. {Erir 
ter in (hxler Book only. See form of 0, B, on page 98.) 

In this month all goods will be shipped by Merchants Despatch, nnless otherwise stated, on the day the order is 
received, and invoices and bills of lading will be mailed the same day. The cases will be numbered consecutively, 
beginning with No. 9. 

Give Ames & Co., Philadelphia, your check for the amount of the balance of their invoice of 
Jan. 20, less 1%. (Enter in Cash Book and Check Book. No entry in the Journal until the dose of 
the day's business.) 

The entry in the Cash Book for the above transaction may be made in either of the following ways : (1) Credit cash 
in the Cash Book for the amount of the check only, and write such an explanation of the entry as will prevent 
you from failing to charge Ames & Co. in the Journal at the close of the day, with the fa<:e of the debt ; (2) or, 
credit cash in the Cash Book for the full amount of the debt and debit cash with the discount. The latter is the 
usual, and for some reasons the better way, and the one which you are recommended to use in this month. 

Receive from Austin & Bro., City, their check in full for the invoice sold them Jan. 23. (Enter 

in Cash Book ordy.) 
Receive by freight from Jordan & Co., Boston, invoice dated Jan. 26, on account, 60 da., 2% 10 da., 

or 30-da. note in 10 da., 1%: 100 pes., 4985 yds., Atlantic A. Sheeting; 50 pes., 2560 yds., 

Birmingham Ticking; 20 pes., 1150 yds., Merrimack Prints. (Enter in Accounts Payable Book 

only.) 

Before recording the above, enter in the Accounts Payable Book the invoices purchased on account during the 

preceding month, and note in the " when paid " columns, the payments which have been made on such bills. 

Also rule two red lines immediately under the last entry to separate the work of February from that of January. 

(See form of Accounts Payable Book on page 100.) 
In the absence of an Accounts Payable Book a sheet of foolscap paper, ruled in proper form, may be used. 

Number the invoices in regular order beginning with No. 1. 

Sell Brooks & Son, Akron, on account, 30 da., 1% 10 da. : 5 pes., 220 yds., Washington Cambric; 
2 pes., 76 yds., York Denims; 4 pes., 128 yds., Waverly Suiting; 6 pes., 212 yds., Vermont C. 
Cheviot; 5 pes., 128 yds., Stevens Crash. (0. B.) 

Remit Jordan & Co., Boston, a New York draft which you will purchase at Merchants Bank by 
check, for the amount of the invoice of Jan. 4. (C B.y Ck. B., & A. P. B.) 

Record the payment in the '* When Paid" columns of the Accounts Payable Book. Bank makes no charge to you 
for exchange. 

Receive from James Saunders, Toledo, his note at 20 da. from Jan. 30, with interest at 6%, for 
the balance due on the invoice sold him Jan. 21, less 1%. (Enter in Journal arid Bill Book.) 

Since the Bill Book is used in this set as a memorandum book only, it becomes necessary to make an entry in the 
Journal for this transaction at this time. 

Deposit the check received from Austin & Bro., and all the currency on hand, excepting 10.00. 

(Ck. B. See note under Jan. 26, page 95.) 
Receive by freight from H. B. Corwin & Co., New York, invoice dated Jan. 26; on account, 30 da., 

1% 10 da.: 15 pes., 802 yds., American Prints; 10 pes., 440 yds., Hamilton Stripe; 5 pes., 

201 yds., Manchester Gingham. (^4. P. B.) 
Receive from Martin & Jones, City, cash for the balance due on the invoice sold them Jan. 25. 
A record of the day's business has now been made in the books of original entry. All purchases 

have been recorded in the Accounts Payable Book, all sales in the Order Book, all cash 

receipts and payments on account in the Cash Book, and a record of such transactions as did 

not properly belong in the above books has been made in the Journal. 
You will now make a summary of the debits and credits in the Journal from the above-mentioned 

books of original entry, preparatory to posting the day's business. See form of Journal, page 99. 
From Accounts Payable Book. Sundry accounts Cr. : Jordan & Co., Boston, invoice No. 9, 

Jan. 26, $ ; H. B. Corwin & Co., New York, invoice No. 10, Jan. 26, 
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From Ordeb Book. Sundry accounts Dr. : R. D. Brown, Dansville, N.Y., on account, 30 da., 
$ ; Brooks & Son, Akron, on account, 30 da., 1% 10 da., $ . 

From Cash Book. Sundry accounts Cr. : Austin & Bro., City, for invoice Jan. 23, $ ; Martin 

& Jones, City, balance of invoice Jan. 25, $ . 

Sundry accounts Dr.: Ames & Co., Philadelphia, Check No. — for balance of invoice Jan. 20, 
less Ifo) 9 ; Jordan & Co., Boston, New York draft for invoice Jan. 4, $ . 

Balance and rule the Cash Book. 

You will next post the entries in the Journal, as heretofore ; next foot the debit and credit columns 
of your Journal, and take off an Abstract of the Ledger. 

^ Taking off an Abstract of the Ledger consists in collecting the debit and credit postings for the 
day, week, or month, from the Ledger, and arranging them in form similar to a trial balance, ^ for the 
purpose of comparing the footings of such postings with the footings of the debit and credit columns 
of the Journal for the same period of time. ^ If the footings of the abstract agree with the footings of 
the Journal, it is a proof that all the entries in the Journal have been posted, and to the proper sides 
of the Ledger. ^^ It is not, however, a proof that the entries have been posted to the right accounts. 
^This can be determined only by reviewing the posting, which every careful bookkeeper does in some 
way before considering his work complete. ^®But an abstract is to a Single Entry Ledger what a 
Trial Balance is to a Double Entry Ledger, and is accepted in the same way as a proof of the correctness 
of the work. 

In business the entries are summarized daily or weekly, according to the nature and magnitude of 
the business, and an Abstract of the Ledger is usually taken off once a month. 

In the following work the student will summarize and post only when instructed to do so. Use the 
continued form of abstract as illustrated on page 99. 

2. Kenfield & Co., Plainfield, return the draft sent them Jan. 30, accepted. The acceptance is dated 

Jan. 31, payable at Plainfield National Bank. (J. & B. B,) 
Sell Martin & Jones, City, ^ in cash, ^ on account 30 da., or 30-da. note in 10 da., 1% ; deliver 
goods: 10 pes., 450 yds., Washington Cambric; 10 pes., 540 yds.. Stark C. Duck; S pes., 100 
yds., Pontiac Seersucker ; 5 pes., 150 yds., Kellog Flannel. As there are but 5 pes. of Wash- 
ington Cambric on hand, you will purchase of one of the other dry goods dealers in the city 
enough of this article to enable you to fill the order, viz. : 5 pes., 245 yds., for cash, less 2% off 
from your regular selling price. Receive cash for one half the amount of the invoice. (0. B. 
& a B.) 

The entry in the Order Book will charge M. & J. with the full amount of the purchase, and the entry in the Cash 
Book will credit them with the payment, the difference between which will show the balance due. Remember to 
make an entry in tlie C. B. for the goods bought to fill the order. 

Draw cash from the business for private use by check, 50.00. 

3. Remit H. B. Corwin & Co., New York, your check for the amount of their invoice of Jan. 5, less 1% 

discount. (C. B. & A. P. B,) 
Sell Kenfield & Co., Plainfield, terms, 30-da. draft : 10 pes., 505 yds., Atlantic A. Sheeting; 5 pes., 
302 yds., Birmingham Ticking; 5 pes., 204 yds., Bombay Gingham; 1 pc., 45 yds., Hamilton 
Stripe. Draw on Kenfield & Co., at 30 da. sight, for the amount of the above invoice and send it 
to them for acceptance. {Make no entry for the draft until it is returned accepted.) 

4. Give Stevens & Co. your check for 15.00 in payment for 2 doz. assorted packing boxes. 

Sell Harper & Field, Rockland, on account, 30 da., 1% 10 da. : 2 pes., 75 yds., Dakota Jeans; 10 
pes., 580 yds., Bombay Gingham ; 10 pes., 502 yds., Atlantic A. Sheeting ; 5 pes., 295 yds., 
Kenwood Cottouade ; 5 pes., 165 yds., Oxford Canton. 

Remit Jordan & Co., Boston, a New York draft, which you will purchase at bank by check, for the 
amount of their invoice of Jan. 26, less 2%. 

6. Receive from Martin & Jones, City, their note at 30 da. from date, for the balance of the amount of 
the invoice sold them on the 2d inst., less 1%. (J. & B. B,) 
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Eeceive by freight from Foster & Co., New York, invoice dated Feb. 1, 30 da., 2 % 10 da. : 60 pes., 
1880 yds., Dakota Jeans. 

6. Sell James Saunders, Toledo, on account, 30 da., 1% 10 da. : 10 pes., 586 yds., American Prints; 
10 pes., 501 yds., Atlantic A Sheeting ; 5 pes., 305 yds., Birmingham Ticking. 

Pay Doyle Coal Co.'s bill for coal for store and office use, 26.50, by check. 

Draw cash from the bank by check for office expenses, 20.00. {Enter in Check Book only.) 

Pay sundry expense bills for the week in cash 3.92 ; also pay bookkeeper, 15.00, and clerks, 20.00, 
in full for services to date. 

You will now make a summary in your Journal as instructed under Feb. 1, and post the entries. 

You need not foot the Journal at this time, nor take off an Abstract of the Ledger. 

8. Kenfield & Co., Plainfield, return the draft sent them on the 3d inst., accepted February 6th, 

payable at Plainfield National Bank. (Enter the acceptance in the B B., and credit K. & Co, in 
the J,) 

Sell Jenkins & Curtis, Broomfield, on account, 30 da,, 1% 10 da. : 10 pes., 541 yds.. Stark C. Duck; 
5 pes., 122 yds., Stevens Crash ; 2 pes., 75 yds., Vermont C. Cheviot ; 1 pc, 33 yds., Pontiao 
Seersucker. 

9. Sell Martin & Jones, City, cash, 2% ; deliver goods : 3 pes., 181 yds., Red Cross Silesia; 2 pes., 70 

yds., Royal S. Flannel ; 1 pc, 43 yds., Hamilton Stripe. Receive their check on First National 
Bank for the net amount of the invoice. 

Enter the above in the Order Book in the usual way, but do not extend the amount into the right-hand money column. 
Write the word ** Paid '' across the entry in the 0. B. Check the entry thus, V, in the C. B. 

10. Deposit Martin & Jones' check and all the currency on hand excepting 5.00. Also leave at bank, 

for collection, Kenfield & Co.'s acceptance due on the 15th inst. 

Remit H. B. Corwin & Co., New York, your check for the amount of their invoice of Jan. 15. 

11. Sell Phillips <& Co., Unionville, on account, 30 da. : 5 pes., 296 yds.. Stark C. Duck ; 5 pes., 265 

yds.. Paper Cambric ; 5 pes., 224 yds., Pepperell Sateen; 10 pes., 446 yds., Passaic Prints; 6 pes., 
225 yds.. Piedmont C. Drills. 

12. Give Hilbert Truck Co. your check for 10.42 in full for freight and drayage chaises to the 10th inst. 

Buy of Central Mfg. Co., City, on account, 30 da., 2% 10 da. : 10 pes., 612 yds.. Red Cross Silesia. 

13. Sell Austin & Bro., City; \ in cash, ^ on account, 30 da., 1% 10 da. ; deliver goods : 5 pes., 154' yds., 

Waverly Suiting ; 10 pes., 448 yds., Passaic Prints. Receive cash for one half the amount of 
the invoice. 

Pay cash to bookkeeper, 15.00, and clerks, 25.00, in full for services to date; also pay sundry 
expense bills for the week, 2.38. 

Balance and rule the Cash Book, but do not bring the balance below the ruling, the reason for 
which will be explained later. 

Make a summary in your Journal and post the entries. Next foot the Journal from the date of the 
last footing, and take off an Abstract of the Ledger. {See 118-12S, page 102.) Remember to include 
in the abstract the footings of such items only as have been posted since the last abstract was taken. 

It is presumed that the student has now had sufficient practice upon the simpler forms of single 
entry to admit of his taking up the more advanced and labor-saving methods. 

^ It will be apparent to the thoughtful student that much time and labor could have been saved in ' 
the preceding work by posting direct from the books of original entry, instead of passing the entries 
through an intermediate book. ^ To the extent that original books of entry are made principal books, 
to that extent is time and labor saved in keeping the books. 

But the average business man who has his books kept l?y single entry prefers to have the posting 
all done direct from one book, generally the Day Book or Journal, no matter how many other books of 
original entry there may be in the set. The reason assigned being that he has a convenient and continu- 
ous record of the personal debits and credits of his business in one book ; and the bookkeeper who 
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takes charge of such a set of books is required to keep them as he finds them^ hence, the presence of 
the simple forms of single entry bookkeeping in this work. 

Sometimes, however, the bookkeeper is expected or requested to make such changes in the system 
as are labor-saving and practical, but not radical. 

The following modification of the preceding method is here introduced for the purpose of illus- 
trating a manner of improving a system of bookkeeping without destroying the original structure. No 
additional books are employed and all the valuable features of the old system are preserved. The post- 
ing is done direct from the main books of original entry, viz. : Cash Book, Order Book, and Accounts 
Payable Book, and from the Journal which is used to contain such debits and credits as do not belong 
in the other above-mentioned books. The Bill Book, Check BooR and Ledger will be used as heretofore. 

^For the purpose of demonstrating that the same form of book may be used in both single and 
double entry, the double entry form of Cash Book will be used for the remainder of this month, and 
in order to facilitate proving the posting, ^the left-hand money column on the left-hand page will be 
used for the receipts of cash on account, and ^®the same column on the right-hand side for the pay- 
ments of cash on account. 

You will, therefore, carry the balance of cash as shown by your Cash Book forward to the first 
blank left-hand page and enter the amount in the second money column. 

^ Sometimes a separate Cash Book, called an Accounts Receivable Cash Book, is kept for the receipts 
on account when such receipts are numerous; and sometimes a petty cash book is kept as auxiliary to 
the main Cash Book. 

15. Receive by freight from H. B. Corwin & Co., New York, invoice dated Feb. 10, on account, 30 da., 

1% 10 da.: 20 pes., 915 yds., Washington Cambric; 10 pes., 262 yds., Stevens Crash; 10 pes., 327 

yds., Waverly Suiting. 

Before entering the above, rule two red lines across the money column in the Accounts Payable Book to separate 
this from the preceding work. Rule the Order Book in the same manner. 

Accept Foster & Co.'s draft at 4 days' sight for amount of their invoice of Jan. 12. (J. & B. B.) 

16. Discount at bank Brooks & Son's note due on the 22d inst., and James Saunders' note due on the 

19th inst., and receive credit for the face of the paper. Also receive credit for Kenfield & Co.'s 
acceptance, less 25^ collection, the draft having been collected. (C B, & Ck. B.) 

The interest accrued on the above notes is so nearly equal to the discount that the bank credits your account with the 
face of the paper. This is a very common practice with banks in discounting interest-bearing commercial paper. 
Extend the above amounts into the right-hand money column of the left-hand page, and the collection in the same 
column of the right-hand page. 

Receive from Jenkins & Curtis, Broomfield, a New York draft for the amount of the invoice sold 

them on the 8th inst., less 1 %. 

Credit J. & C. for full amount on left-hand side of C. B., extending the amount into the left-hand money column, and 
enter the discount on the opposite side of the C. B., extending the amount into the second money column. 

17. Sell James Saunders, Toledo, on account, 30 da., 1% 10 da. : 6 pes., 257 yds., York Denims; 5 pes., 

181 yds., Royal S. Flannel; 5 pes., 291 yds., Kenwood Cottonade; 5 pes., 156 yds., Kellog 
Flannel. 
Receive by freight from Jordan & Co., Boston, invoice dated Feb. 12, on account, 60 da., 2% 10 da. : 
25 pes., 986 yds., York Denims. 

18. Sell Martin & Jones, City, ^ in cash ; ^ on account, 30 da., 1 % 10 da. : 4 pes., 135^ yds.', Tremont C. 

Flannel ; 10 pes., 262 yds., Stevens Crash; 5 pes., 199 yds., Manchester Gingham. Receive their 
check for one half the amount of the invoice. (0. B. & C. B.) 
Deposit the draft received from Jenkins & Curtis on the 16th inst., and Martin & Jones' check. 

Discount at Merchants Bank, at 6 %, your note for 500.00, drawn payable at 15 days after date, 
favor of D. W. Parsons', and endorsed by him for your accommodation. Have the proceeds placed 
to your credit. (C. B, & Ck. B. B. B.) 

Your note due to-day at bank has been paid by the bank, per instructions, and charged to your 
account. (C B. & Ck. JB.) 

19. Your acceptance due to-day at the bank has been paid and charged to your account. 
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Sell KcDfield & Co., Plainfield, terms, 60-da. note : 10 pes., 585 yds., American Prints ; 10 pes., 375 
yds., Dakota Jeans ; 5 pes., 215 yds., Hamilton Stripe. (No entry required for the note until it is received.} 

20. Remit Jordan & Co., Boston, a New York draft for the amount of their invoice of the 12th inst., 
less 2^. Buy the draft at Merchants Bank by check. 

Draw cash from the bank, by check, for office expenses, 50.00. 

Pay bookkeeper 15.00, and clerks 25.00, cash, in full for services. 

You will now foot, balance, and rule the Cash Book. "^In doing so, carry the footing of the personal 
columns into the general columns. '**Next post direct to the Ledger from the Order Book, Accounts Pay. 
able Book, Journal, and Cash Book. ^^ Debit each customer from the Order Book for the amount of his 
purchase and enter the page of the Ledger in the Order Book opposite the name, as a check mark. 
'** Credit -the persons from whom you made purchases during the past week as shown by the Accounts 
Payable Book, and enter the page of the Ledger in the check column. ^*^ Post from the Journal as here- 
tofore. ^^ Post the items appearing in the personal column on the left-hand page of the Cash Book to 
the credit of the persons whose names appear opposite them, and check the entries; and ^^ debit the 
amounts in the same column on the opposite side of the Cash Book. 

' The Ledger has now entered upon it all the personal debits and credits for the week. This result. 
was accomplished with less labor and in less time than it would have taken by the other system, and 
there was less liability to mistakes. This is the system employed in all enterprising and progressive 
business houses, and it may be applied to any set of books whether kept by Double or Single Entry. 

Next take off an Abstract of the Ledger. ^^ To prove the posting, compare the debit footing of the 
Abstract with the sum of the debit footing of the Journal, the footing of the debit (right-hand) 
personal column in the Cash Book, and the footing of the Order Book; and **^ compare the credit footing 
of the Abstract with the sum of the credit footing of the Journal, the footing of the credit (left-hand) 
personal column in the Cash Book, and the footing of the Accounts Payable Book. 

CHANGING FROM SINGLE TO DOUBLE ENTRY 

To enable the student or bookkeeper to change a set of books from Single to Double Entry, and 
also to illustrate more fully the difference between Single and Double Entry, the books will be changed 
at this point, and continued during the remainder of the month by Double Entry, 

It is believed that the student now fully comprehends that a Single Entry Ledger contains only 
a part of the accounts showing the resources and liabilities of the business, while a Double Entry Ledger 
contains all of the accounts showing resources and liabilities, as well as aU of the accounts showing losses 
and gains. 

"° Since the Ledger, when changed, should show all of the resources and liabilities of the business, as 
well as the proprietor's present worth, and it now shows only a part of these, it will be apparent 
that a statement of the business is necessary at this time. 

"^ You will therefore make a statement as instructed in the month of January. The following are 
schedules of the property on hand not appearing on the books, and found by taking inventory, which you 
will enter in proper form in your Inventory Book or Journal. Extend the merchandise at cost price. 

Schedule A. — American Prints, 10 pes., 535 yds.; Atlantic A. Sheeting, 81 pes., 4134* y<is. j 
Birmingham Ticking, 45 pes., 2239^ yds. ; Bombay Gingham, 52 pes., 2060 yds. ; Dakota Jeans, 43 pes., 
1613 yds. ; Hamilton Stripe, 10 pes., 458 yds.; Kellog Flannel, 10 pes., 355 yds.; Manchester Gingham, 
8 pes., 349 yds. ; Merrimack Prints, 40 pes., 2137 yds. ; Kenwood Cottonade, 30 pes., 1966 yds. ; Oxford 
Canton, 40 pes., 1150 yds.; Piedmont C. Drills, 51 pes., 2036 yds.; Pontiae Seersucker, 9 pes., 263 yds.; 
Passaic Prints, 70 pes., 3142 yds. ; Pepperell Sateen, 10 pes., 484 yds. ; Paper Cambric, 15 pes., 729 
yds. ; Red Cross Silesia, 15 pes., 928 yds. ; Stark C. Duck, 5 pes., 420* yds. ; Vermont C. Cheviot, 8 pes., 
314yds.; Waverly, Suiting, 10 pes., 327 yds.; York Denims, 25 pes., 986 yds.; Washington Cambric^ 
20 pes., 915 yds. 

Schedule B. — Store and Fixtures, valued at 7000.00; Office Furniture, etc., 150.00, less 2%. 
^ The other resources and liabilities of the business may be determined by referring to the Ledger, 
Cash Book, and Bill Book. 



106 THEORETICAL AND PRACTICAL BOOKKEEPING 

The net gain, as shown by your statement, should agree with the amount given below under the list 
number corresponding to your own. 

m. 1 No. 2 No, S No. 4 No. S No. 6 No. 7 No. 8 No. 9 No. 10 
168.66 115.76 143.93 83.56 161.63 129.80 136.12 104.63 51.74 94.45 



NET GAIN. 



Having now made out a statement and ascertained the net gain and the present worth, you will next 
proceed to change the Ledger to Double Entry. ^* To do this it is only necessary to open such new 
accounts in the Ledger as will cause it to exhibit all of the resources and liabilities of the business as 
shown by the statement, and to credit the proprietor's account with the net gain or debit it with the net 
loss, so that that account will show the present worth. You wUl, thereforey open the following new accounts 
in your Ledger : Mdse.y Real Estate, Office Furniture, Bills Receivable, Gash, and Bills Payable. Debit ea^h 
resource account for the amount it represents, as shown by the statement, and credit the liability account for 
the amount it represents, as shown by the sta^tement. Next credit the proprietor's a/ycount for tlie amount of his 
net gain. Give each new account one fourth of a page space. 

*" Your Ledger is now in balance, if the work has been correctly performed, because all the resources 
are on the debit side, and all the liabilities and present worth, which is the difference between the 
resources and liabilities, are on the credit side. 

• 

• ^ You will next take a trial balance of your Ledger to prove the correctness of your work. You will 
observe that your Ledger does not contain all of the accounts which usually appear in a Double Entry 
Ledger, such as Interest and Discount, Collection and Exchange, etc. This is due to the non-appearance 
of such items in your statement. These accounts will appear in the Ledger later on, and will be opened 
as occasion demands. 

^* In business, when the books have been kept by Single Entry, it is often impossible to obtain a 
correct statement of the resources and liabilities at any given time, owing to the incompleteness of that 
aystem ; and hence ^^ the net gain or net loss of the business for that period, and the proprietor's present 
worth, as shown by the statement, will not correctly represent the facts. For instance : "* If a note had 
been issued, and no record made of it in the Bill Book, and the note was unpaid and not thought of at the 
time of making the statement, the liabilities would be the amount of the note too small. ^ This omission 
would have the effect of increasing the net gain or decreasing the net loss, which in turn would make the 
present worth greater than it should be, or the oet insolvency less than it should be. ^^ The omission 
of a resource at the time of making a statement would have just the opposite effect of the above results. 

^^ There are two ways of correcting such omissions. *® One way is to change the statement at the time 
the omission is discovered, and then make the necessary changes in the Ledger. *® The other and better 
way is to make such an entry in the Journal, or other principal book, as will cause the account to which 
the omitted item belonged to show its true relation to the business, and the proprietor's account to show 
his true present worth, so far as it can be determined at that time. ^^ If a resource had been omitted 
from the statement, debit the account to which it belonged and credit the proprietor's account ; '^ if a 
liability, debit the proprietor and credit the liability. ^" The advantage of the second method will be 
apparent when it is stated that several items are liable to be omitted from the statement ; and the omis- 
sion may not be discovered until sometime after the books have been changed to Double Entry. ^^ If 
these items were discovered at different times, as is generally the case, it would necessitate changing the 
statement that number of times by the first method, while by the second only so many entries on the 
Double Entry books would be necessary. 

*^ It is necessary to debit or credit the proprietor's account, as the case may be, for the amount of the 
omitted item, or items, for two reasons : ^* First, to cause his account to show his true worth at the time 
of changing the books, and second, '™to be able to determine the actual gain or loss for the period 
following the change. *" This is very important in case a partner had been admitted at the time the 
books were changed. '" If the Loss and Gain account had been debited or credited for the omitted 
items, as is sometimes done, that account would not show the actual gains or losses for the period during 
which the account remained open, and *^* the new partner would be debited with a greater net loss or 
credited with a greater net gain than he should be. 

"* The records for the remainder of the month will be made in accordance with the principles of 
Double Entry. No additional books will be required and no change will be made in any of the books 
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excepting the Cash Book, in whioh the left-hand money column on each page will be used as an item 
column, the same as in the ordinary Double Entry Cash Book illustrated on pages 76 and 77. 

'^^The posting will be done direct from the Order Book, Cash Book, and Journal, as in the months 
of November and December, and from the Accounts Payable Book as in the preceding week. 

*^ Posting could be done from the Bill Book and Check Book, thereby making every book in the set 
a principal book, and thus reducing still further the labor of keeping the books. But while this is some- 
times done, most business men prefer to treat the Bill Book and Check Book as auxiliary books^ and pass 
the entries in them through the Journal or Cash Book to the Ledger. 

MEMORANDA OF TRANSACTIONS FOR FEBRUARY (Continued) 

22. Receive by freight from H. B. Corwin & Co., New York, invoice dated Feb. 16; termSySO da., 

1% 10 da. : 10 pes., 355 yds.. Royal S. Flannel ; 20 pes., 552 yds., Stevens Crash; 20 pes., 786 
yds., Vermont C. Cheviot. {A. P. B, only.) 

Receive from Austin & Bro., City, their check for the balance of the invoice sold them on the 
13th inst., less 1%. (C B. Credit A. & Bro, and debit Mdse.) 

Sell Armstrong & Eddy, Clean, terms cash, less 2%: 3 pes., 118 yds., Manchester Gingham ; 10 
pes., 580 yds., Merrimack Prints; 5 pes., 290 yds., Kenwood Cottonade; 5 pes., 248 yds., Wash- 
ington Cambric ; 5 pes., 160 yds., Oxford Canton. Receive a New York draft, their favor and 
endorsed by them, for the net amount of the invoice. (0. B, and C, B. Enter only the net 
amount of the invoice in the O. B. and extend the same into the total column of the 0. B, Check 
the entries in both books, to prevent their being posted.) 

Deposit all the cash on hand, including the check and New York draft (Ck, B,) 

Your note due to-day at bank has been paid and charged to your account. (C B. and Ok. B.) 

23. Sell Martin & Jones, City; \ in 30-da. note, ^ on account, 30 da., 1% 10 da.: 10 pes., 442 yds., 

Passaic Prints; 11 pes., 450 yds., Piedmont C. Drills; 5 pes., 185 yds., York Denims; 5 pes., 
255 yds., Atlantic A. Sheeting ; 2 pes., 90 yds., Bombay Gingham. Receive their note as per 
above terms, payable at First National Bank. (0. JB., J,, & B. B,) 

Receive from Kenfield & Co., Philadelphia, their 60-da. note dated Feb. 22, in payment of the 
invoice sold them on the 19th inst (J. & B, B.) 

S4 Discount at Merchants Bank, at 6%, the draft received from Kenfield & Co. on the 8th inst, and 
the note received 4rom them on the 23d inst. Bank charges 75^ collection in addition to the 
discount (Debit Expense for the collection on the above draft.) 

Receive by freight from Jordan & Co., Boston, invoice dated Feb. 19, terms, \ in 30-da. note, ^ on 
account, 1 % 10 da. : 25 pes., 850 yds., Tremont C. Flannel ; 20 pes., 915 yds., Pepperell Sateen. 
Make your note dated Feb. 19, for one half the amount of the above invoice and remit it to 
Jordan & Co., as per above terms. {A. P. B., J., & B. B.) 

SB. Sell R. D. Brown, Dansville, terms, ^ in 30-da. note, ^ on account, 30 da., 1% 10 da. : 10 pes., 504 
yds., Atlantic A. Sheeting; 10 pes., 608 yds., Birmingham Ticking; 10 pes., 575 yds., Bombay 
Gingham ; 5 pes., 190 yds., Dakota Jeans ; 5 pes., 285 yds., Kenwood Cottonade ; 2 pes., ^ yds., 
Pontiac Seersucker. (Order Book only.) 

Sell Bard well & Co., City, terms, cash, 2% : 10 pes., 535 yds., American Prints; 10 pes., 458 yds.^ 
Hamilton Stripe; 10 pes., 355 yds., Kellog Flannel; 5 pes., 231 yds., Manchester Gingham; 
8 pes., 314 yds., Vermont C. Cheviot. Receive their check on Exchange National Bank for the 
net amount of the invoice. (See instntctions under sale to Armstrong & Eddy above.) 

Sell Austin & Bro., City, terms, cash, 2% : 10 pes., 327yds., Waverly Suiting; 5 pes., 420* yds., 
Stark C. Duck ; 7 pes., 197 yds., Pontiac Seersucker ; 20 pes., 1015 yds., Atlantic A. Sheeting ; 
25 pes., 1143 yds., Passaic Prints. Receive their check on Traders Bank for net amount of bilL 

26. Give Hilbert Truck Co. your check for 15.84, in full for freight and drayage charges. (Mdse.) 

Sell Dodd, Beadle & Co., City, terms, cash, 3% : 46 pes., 2360' yds., Atlantic A. Sheeting; 35 pes.. 
1631 * yds., Birmingham Ticking ; 40 pes., 1395 yds., Bombay Gingham ; 38 pes., 1423 yds., 
Dakota Jeans ; 30 pes., 1557 yds., Merrimack Prints. Receive their check on Merchants Bank 
for the net amount of the invoice. 
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26. Pay, by check, H. B. Corwin & Co.'s sight draft on you for the amount of the inyoice bought of 

them Jan. 26. (G B., Ck, B.j & A. P. B) 

27. Receive from E. D. Brown, Dansville, his note at 30 da. for one half the amount of the invoice 

sold him on the 25th inst. 

Sell Austin & Bro., City, terms, 10-da. note, 1% : 16 pes., 667 yds., Washington Cambric j 20 pes., 
801 yds., York Denims j 20 pes., 786 yds., Vermont C. Cheviot; 20 pes., 552 yds., Stevens 
Crash; 15 pes., 928 yds.. Red Cross Silesia; 16 pes., 729 yds.. Paper Cambric ; 10 pes., 484 yds., 
Pepperell Sateen. Receive their note for the net amount of the invoice. (0. B, & J,) 

Sell Martin & Jones, City, terms, 30-da. note: 10 pes., 355 yds., Royal S. Flannel; 35 pes., 1567 
yds., Passaic Prints; 40 pes., 1586 yds.. Piedmont C. Drills; 35 pes., 990 yds., Oxford Canton; 
10 pes., 1391 yds., Kenwood Cottonade; 20 pes., 915 yds., Pepperell Sateen; 25 pes., 850 yds., 
Tremont C. Flannel. Receive their note for the amount of the invoice. 

Sell Amos Jennings the store and lot for 6700.00; office furniture, etc., 100.00 ; and goodwill for 
60.00. Receive his check on Traders Bank for full amount. (Credit the amount received Jrom 
the sale of good vnll to Loss a7id Gain,) 

Deposit the checks received from Bard well & Co., Austin & Bro., Dodd, Beadle & Co., and Amos 
Jennings ; also, draw currency from bank by check, for office use, 60.00. 

Pay cash to bookkeeper 16.00, and clerks 26.00, in full for services to date ; also sundry expense 
bills, 1.50. 

Foot, balance, and rule the Cash Book, and foot and rule the Order Book and the Accounts Payable 
Book. Next post the entries for the week. Post the footing of the Order Book to the credit of Mdse., 
and the unchecked entries in that book to the debit of the parties to whom the sales were made. Post 
the footing of the Accounts Payable Book to the debit of Mdse. and credit the parties of whom the 
purchases were made. Post from the other books the same as heretofore. 

Having sold out your stock of goods and disposed of your store and business, you will now make 
a balance sheet, preparatory to closing the books. As there is no property on hand to inventory, all of 
the resources and liabilities of the business are shown in the Ledger. 

The net gain, as shown by the summary of your balance sheet, should agree with the amount given 
below, under the list number corresponding to your own. 

No. 1 No. 2 No. S No. 4 No. 5 No. 6 No. 7 No. 8 No. 9 No. 10 
334.12 250.75 310.10 171.52 362.04 345.90 331.56 302.37 202.72 268.85 



NET QAIN. 



Next close all of the accounts in the Ledger. Do not bring down the balances below the rulings, 
as this Ledger is not to be used in settling up the business. In business in cases of this kind the regu- 
lar books would be filed away for future reference, while the unsettled accounts would be transferred 
to a small ledger, usually of pocket size. Some carry the balances only of the accounts to the pocket 
ledger, while others enter all the unpaid items of all unsettled personal accounts, and of such accounts 
as Bills Payable and Bills Receivable, together with the necessary explanations. 

QUESTIONS 

Page 98. — Describe the Accounts Payable Book and explain its use. Describe the Order Book 
and explain its use. How is the Journal used in February? Page 102. — What is an Abstract of 
Ledger ? Of what is it accepted as proof ? Page 105. — How is the posting done from the Order Book 
and Accounts Payable Book in Single Entry, when these books are used as principal books ? ^^"* What 
should be done preparatory to changing books from Single to Double Entry ? From what sources do 
you get the information necessary to make out a statement ? What does a statement show ? Page 
106. — "^ What is it necessary to do to change books from Single to Double Entry ? ^ Why should the 
Ledger be in balance after the above steps have been taken ? ^'*"^® What effect would the omission of 
a resource or liability from the statement have upon the net gain or net loss? ^®^"^"How would you 
correct such omissions ? ^^'^'^ Why is it necessary to debit or credit the proprietor's account for the 
omitted items ? Could you find your Net Gain or Net Loss if you did not know how much you were 
worth at commepcing ? Could you find your Present Worth ? 



SPECIAL COLUMN JOURNAL 

^ The Special C!ollimil Journal is a Journal provided with special or separate columns for those 
items which occur most frequently in the business. 

* The advantage of using this form of Journal is in the saving of time and labor by not posting to 
the accounts the separate items which are carried to the special columns, ^ the footings only of these 
columns being posted daily, weekly, or monthly, as desired. 

* All items for which no special columns are provided are placed in the General or Sundries column, 
and each item is posted separately, as in the ordinary form of Journal. *The number of special 
columns is not, however, limited. 

In the form illustrated on page 110 two special columns. Gash and Mdse., are used on each 
side of the Journal. *Any account, entries in which occur with sufficient frequency, either upon the 
debit or credit side, to make it desirable, may have a special column provided for it In many kinds 
of business it is desirable to provide a special column for Expense upon the debit side of the Journal. 

^ The columns are to be footed at the bottom of each page, and proved before being carried forward 
to the next page. * The sum of the three columns upon the debit side of the Journal must equal the 
sum of the three upon the credit side. 

* In extending the amounts, particular care must be exercised, or errors will be made by extending 
amounts to the wrong columns. ^" The Ledger would not balance if a special column item were by 
mistake placed in the Sundries column, or a Sundries column item in a special column, because in the 
first case the amount would be omitted, and the Ledger would' be out of balance the amount of the item. 
In the second case it would be posted twice, and the Ledger would also be just the amount of the item 
out of balance. 

^This form of Journal may be used to advantage in almost any kind of business, and ''in connec- 
tion with almost any set of books. 

"The bank account will be kept in the Ledger in this set, instead of on the stub of the Check Book 
as in the preceding sets. "The bank is debited when a deposit is made in the bank. '^The bank is 
credited when a check is drawn upon the bank. ^' The checks drawn by other persons which come into 
your possession should be treated as cash. " Debit cash when you receive such checks, and " credit cash 
when you dispose of them. * Remember, however, not to treat your own checks as cash. 

The Books to be Used are the Special Column Journal, Bill Book, and Ledger. 
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SPECIAL COLUMN JOURNAL 
DANSVILLE, MARCH I, 19- 



Commenced business this da; with the 
following resources: 

Cash on hand, 

R. L. Marvin, owes on acct., 

Bills Receivable, note made, by D. T. 
Harris at 2 mo. from Feb. 28, pay- 
able at Traders Bank. 

Beal Estate, store and lot 316 E. Main St. 
To Student, net investment. 



Mdse., Bills Payable, 

Bot. of M. S. Watson on my note at 
SO da., 100 bblfl. Flour, 6.76, 



Expense, Cash, 

Pfud for premium on insu _ 

store and contents, 3,600 ; pr. 2%. 



Mdse., H. J. Brown, 

Bot. on aoct, 1000 bo. Corn, 60*f. 



R. W. Johnson, Mdse., 

Sold on acct. 100 bbls. Flour, 



Cash, Mdse., 

Sold 100 bbls. Ftonr, 



Forward, 



>„.. 


CASH 


SCVDKUCa 


L.F. 




Fl 




.^ 


1176 




2690 




7770 
lOO 




1 


Forward, 

Merchants Bank, Cash, 
Deposited currency. 




10175 




70 
100 




1S90 




480 














Mdse., Merchants Bank, 

Bot. of H. J. Brown, by check, # 1, 

1200 bu. Oats, 40(!. 




480 














- 


70 
2760 


- 




- 


16 
16 


10 

Cash, Mdse., 
Sold 100 bn. Com, 70^. 

Cash, 
Mds.., 


16 
16 










70 




16K 


7870 
2760 
1665 


1065.-. 
170 
1460 




170 




1460 






12286 


122S.T 
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MEMORANDA OF TRANSACTIONS FOR MARCH 

4. Commence business this day with the following resources and liabilities : Eesoubces : Cash on hand, 
3000.00; on deposit in College Bank, 4000.00; 100 bbls. Flour, @ 8.00; C. D. French's note, 
dated Feb. 7th last, at 30 days, 200.00; Jas. Harris owes on %, 500.00. Liabilities: Your 
note favor of Geo. Wells, dated Dec. 11 last, at 90 days, payable at College Bank, with interest, 
600.00; interest accrued, 83 days on above note; due Hill & Co., on %, 376.00. {ltd. & Die.) 

b. Buy of White Bros., on %, 60 bbls. Pork, @ 16.00 ; 25 bbls. Beef, @ 17.26. 

6. Give Hill & Co. your check on College Bank, to apply on %, 100.00. {See 18 to 19, page 109.) 

Sell 0. W. Jones, on %, 26 bbls. Flour, @ 9.00; 16 bbls. Pork, @ 16.60. 

7. Deposit cash in College Bank, 600.00. {See 14, page 109.) Sell for cash, 16 bbls. Beef, @ 18.76. 

8. Sell K J. Barton, 20 bbls. Beef, @ 18.60 ; 26 bbls. Flour, @ 9.00 ; receive cash, 300.00 ; balance on %. 

9. Receive cash for a note due to-day. Pay White Bros, cash on %, 600:00. 

11. Buy of Geo. J. Marsh, on your note at 16 days, 60 bbls. Beef, @ 17.26. {See 7 and 8, page 109.) 
" Your note and the interest upon it, 7.60, due to-day, has been charged to your % at College Bank. 

12. Pay cash for set of office books and stationery, 26.00. Deposit cash in College Bank, 1000.00. 

13. Eeceive cash of 0. W. Jones, on %, 260.00. 

16. Buy a safe for office use, and pay for same by check on College Bank 226.00. {See 15, page 109.) 

18. Receive cash of Jas. Harris, on %, 200.00. Buy for cash, 26 bbls. Pork, @ 16.00. 

19. Sell 0. W. Jones, 26 bbls. Beef, @ 18.60 ; 25 bbls. Flour, @ 9.26 ; receive his note at 10 days, with 

interest, payable at City Bank, 600.00 ; balance on %. 

20. Sell for cash, 10 bbls. Pork, @ 16.60. Draw cash from the business for your private use, 60.00. 

21. Sell for cash, 16 bbls. Beef, @ 18.60 ; 10 bbls. Pork, @ 16.26. 

22. Give White Bros, your check on College Bank, to apply on %, 300.00. 
" Sell H. A. Strong, on his note at 60 days, 26 bbls. Pork, @ 16.26. 

23. Sell for cash, 10 bbls. Flour, @ 9.26 ; 6 bbls. Pork, @ 16.26. 

26. Buy of White Bros., on %, 25 bbls. Beef, @ 17.26. Receive cash of Jas. Harris, to balance %, 300.00. 

26. Pay your note due to-day in cash. Receive cash of O. W. Jones, on %, 222.60. 

27. Buy of Geo. J. Marsh, on your note at 25 days, payable at College Bank, 60 bbls. Pork, @ 16.00. 

28. R. J. Barton has compromised with his creditors at 25% ; settle his % on that basis, receiving cash. 

29. Get H. A. Strong's note, received 22d inst., discounted at College Bank, and receive cash for the 

proceeds. Receive cash for a note, with interest, due tp-day. 

30. Sell D. B. Oliver, on %, 20 bbls. Pork, @ 16.26 ; 10 bbls. Beef, @ 18.60. Pay salaries, 60.00, and 

rent of store, 60.00, in cash. 

INVENTORIES, MARCH 30, 19— 

16 bbls. Flour, @ 8.00 ; 40 bbls. Pork, @ 16.00 ; 16 bbls. Beef, @ 17.26. Office safe, at cost 

" You may now balance the Journal as illustrated on page 110, and post the foregoing transactions. 

"Post the totah only of Cash and Mdse., as shown by the footings of those columns, — the footings on 

the left-hand side to the debit, and the footings on the right-hand side to the credit, of those accounts. 

All items in the Sundries columns are to be posted separately, as in the ordinary Journal. 

After you have finished posting, make out a balance sheet and close the Ledger. Your statement 

should show a Present Worth of 7634.74. 

QUESTIONS 

Page 109. — * Describe the Special Column Journal. * What is the advantage of its use ? 'How is 
this advantage secured ? * What disposition is made of items for which no special columns are provided ? 
*Is the number of special columns limited? •Upon what does the opening of a special column for any 
particular item depend? 'How frequently are the items to be footed and proved ? •How are they to 
be proved ? •What error is to be particularly guarded against? "*What would be the effect upon the 
Ledger if a special column item were extended to the Sundries column ? Why ? " If a Sundries column 
item were extended to a special column ? Why ? ^" When may this form of Journal be used to advan- 
tage ? " Where is the bank account kept in this set? ^*"'* When is the bank debited, and when credited ? 
''How are the checks of other persons treated, that come into your possession? ^•^Give the rules for 
journalizing such checks. ** Are your own checks treated as cash in this set? Why not ? 

Page 111. — ^ How is the Journal balanced ? " How is the posting done ? 
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BUSINESS FORMS 

LETTER INCLOSINQ REMITTANCE 



FULLER & HENDERSON. 
WHOLESALE 

WOODEN WARE 



AND 



GROCERS' SUNDRIES, 

!65 Main Street. 



Rochester, Oct. 3, 19* 



Mr. Byron Vaile, 

Toronto, Ont. 
Dear Sir: 

We inclose herewith New York exchange In settlement of 
Invoice of Oct. 1, less discount, as follows: 

Cash discount 5% 30.61 
Draft inclosed 581.64 



612.25 
The goods were entirely satisfactory and you may expect 
another order soon. 

Yours respectfully. 

Fuller & Henderson. 

LETTER OF RECOMMENDATION ^ ... 

Carbondale, Aug. 31, 19 — w 

To whom it may concern : 

We take pleasure in stating that the bearer, Mr. Ealph E. Eogers, who has been employed by us 
during the past year, is in all respects a competent and faithful bookkeeper, and a young man of the 
highest qualities of head and heart. 

Mr. Rogers severs his connection with our house to seek a more congenial climate, and leaves bearing 
with him the highest regard of all with whom he has been associated. 

Respectfully, 

BEDELL & LUSK. 

LETTER ORDERING GOODS ^ ^ . ^,v 

ROCHESTEB, Oct. 4, 19 — * 

Mb. Geo. P. Osgood, 

Chicago. 

Dear Sir: Please ship us as soon as possible, per L. S. & M. S. B. E. and N. Y. 
C. & H. E. E. E., the following: 

20 doz. 2-hoop Pails ; 16 doz. C. Pounders ; 25 doz. E. Pins ; 10 doz. N. D. Z. Wash Boards ; 15 doz. 
12-in. B. Bowls ; 5 doz. No. 3 Wood Scoops ; 25 Nests F. Pails ; 5 doz. W. Shovels. 

Eespectfully, 

FULLEE & STUDENT 
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BUSINESS FORMS 

INVOICE OF SHIPMENT 

Invoice of Merchandise shipped to A. G. Niles, Evansville^ to be sold on our account and risk. 




200 bu. Potatoes, 
Paid Cartage, 



Gajlesburg, Sept. 15, 19 — . 



@ 65c. 



CHARGES : 



ACCOUNT OF SALES 
Sales of 500 bu. Red Wheat, on % of Foster Bros. 



19—. 

Sept 


9 
12 

6 
12 
12 


Sold for cash, 

200 bu. Red Wheat, 
Sold for cash, 

300 bu. Red Wheat, 

Paid Freight, 
Storage, 2^c. per bu., 
Commission, 2 % of Sales, 

Foster Bro's Net Proceeds, 

E. E. 

Galesbubg, Sept 12, 19 — . 


@ 1.37i 
@ 1.37i 

• 

charges : 

50.00 
12.50 
13.73 


274 
411 


50 
76 




686 

76 


26 
23 




HERBERT G. WILLIAMS. 

■ 


*nJ 




610 


02 



BANK DRAFT 



til- 

Ella 



% 



:i 



u 

p 

© H 

a ^ 
?^ 



No. 1867 MANUFACTURERS AND TRADERS BANK, 

OF MINNEAPOLIS. 

$96.38 Minneapolis, April 12, 19- 

Pay to the order of Erastus W. Cleveland, Ninety-six and -^ Dollars. 

To Broadway Bank, > J. E. COMPTON, 

New York. C Cashier. 



FORMS OF INDORSEMENT 
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FULLER & HENDERSON, 
WHOLESALE 

WOODEN WARE 

AND 

GROCERS' SUNDRIES, 

165 Main STRfeer. 



BUSINESS FORMS 



BILL 



Rochester, Oot» 3, 19- 

Frank E. Warren, 

New Roohelle* 

■ 

BouflJjt of FULLER & HENDERSON. 



FOLIO 



SALESMAN Andpews TERMS Net 60 ds«9 10 ds*, 2% Dls 



3 Doz. Novelty D. Z. 
5 '^ Eagle, S. Z. 
5 M. #4 Paper Bags 



W. Boards 

€ € € € 



2.50 
1.75 
1.75 
less 10^ 



3 Doz. 12 In. Butter Bowls 

4 ** Gov. W. D. Baskets 
2 ** #2 Chop Trays 
1 1-2 Doz* #10 Feather Dusters 
1 Doz* #12 



1.75 

2*50 

5*00 

20*00 



€ € 



€ € 



less 25 & 10^ 



10 Gro* Gates Matches 
6 Broom Racks 



2*70 
2*50 



8 



30 
26 



56 



75 
88 



50 



50 



1836 



7 
8 



5 
10 
10 



38 

27 
15 



129 



50 
75 

87 
25 



14 



51 



9 



CO 



CERTIFIED CHECK 

$ 1475.54 Syracuse, July 10, 19—. 

CENTRAL CITY BA:NK, 

Pay to Bliss, Goodrich & Co., or order. Fourteen Hundred Seventy-five and ^^ Dollars. 



No. 602 



EVANS & KINGSBURY. 



CERTIFICATE OF DEPOSIT 

$500.00 . Detroit, May 9, 19-^ 

SECOND NATIONAL BANK. 

Samuel Roberts, Jr., has deposited in this Bank Five Hundred Dollars, payable to himself, 

or order, on return of this Certificate. 

GEO. HINMAN, 

Cashier. 
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RECEIPT. -TO APPLY ON ACCOUNT 

Boston, Aug. 8, 19 — . 

Beceiyed of-— Harrison & Emmons, IJ175.80, 

One Hundred Seventy-five ^ Dollars, 

to apply on account 

L. J. MUNSON. 



RECEIPT. -IN FULL OF ACCOUNT 

Washington, D.C, Jan. 1, 19 — . 

Received of..-.Troup & Scott, $1128.89, 

Eleven Hundred Twenty-eight ^ .Dollars, 

in full of account to date. 

N. E. NORBIS. 



RECEIPT. -IN FULL FOR CERTAIN CREDIT 

Fonda, N.Y., Sept. 1, 19—. 

Received oL— Benjamin F. Hunter, .$33.85, 

Thirty-three ^/^ Dollars, 

in payment invoice Aug. 8, $ 35.63 less 5% discount 

THE SCOTT JENKINS HAT CO. 

Per Frank Pool. 



RECEIPT. -PAYMENT ON NOTE 

Little Falls, Vt., Jan. 1, 19 — . 

Received of.. .Wallace B. North, 975.00, 

Seventy-five yj^ Dollars, 

as a partial payment on his note under date Nov. 
1, 19 — , for Three Hundred Dollars payable to 
ourselves. 

NELLIS & LEE. 



ORDINARY PROMISSORY NOTE 
Gkeen Island, N.Y., Apr. 22, 19 — . 
Two months after date, I promise to pay 

Jackson & Co., or order,.. _ J 500.00, 

Five Hundred T^ _ Dollars, 

value received, with interest Payable at First 
Nat'l Bank. 

EDWARD M. LIVINGSTON. 



PROMISSORY NOTE -INDORSED 

Glove City, N.Y., Nov. 1, 19—. 
Thirty days .from date, I promise to pay 
The Dan'l Dunning Glove Co., or order,,...* 2500.00, 

Twenty-five Hundred ^ .Dollars, 

value received, payable at the office of the Com- 
pany, with interest 
Note indoi-sed by MARK STOVER. 

B. M. MooDT, 
E. M. Brown. 



DEMAND NOTE WITH TIME OLAUSE 

Habtfobd, Conn., May 20, 19 — . 
On demand, after six months from date, I promise 

to pay J. Edw. Rex, or order, 975.00, 

Seventy-five ^s^, Dollars, 

value received, with use. 

D. W. CHARLES. 



PARTNERSHIP NOTE 

Lansing, N.Y., July 11, 19 — . 
Thirty days after date, we promise to pay to the 

order of Lawrence E, Jeffersou, ^ 5000.00, 

Five Thousand ^^ Dollars, 

value received, with interest. Payable at the First 
Nat'l Bank. 

WOODWARD & CO. 



JOINT NOTE 

Lawbence, N.Y., June 1, 19 — . 
Thirty days after date, we promise to pay to the 

order of James H. Griffis, §128.50, 

One Hundred Twenty-eight ^^ Dollars, 

value received, with interest, at Mechanics Bank. 

FRANK R. COOPER. 
WM. T. SPAULDING. 



JOINT AND SEVERAL NOTE 

DovEB, Mass., Jan. 1, 19 — . 
One year from date, we, or either of us, promise 

to pay Nelson P. Livingston, or order $300.75, 

Three Hundred ^j^. Dollars, 

value received, with interest. Payable at the 
Farmers and Traders Naf 1 Bank. 

EDWARD R. GOODBY. 
JNO. M. GRAHAM. 



BANK NOTE 

Denveb, Col., June 1, 19 — . 
Thirty days after date, I promise to pay to the 

order of Dan'l M. Tomlinsou, cashier, 9 500.00, 

Five Hundred -j^^ .Dollars, 

value received, with interest. Payable at Colorado 
Nat'l Bank. 
Indorsed on back by MURRAT E. HOMER. 

L. N. Jones. 
P. L. Bbemib. 



DUE BILL. -PAYABLE IN GOODS 

Easton, Pa., Jan. 8, 19 — . 

Due Paul Winder,. $28.30, 

Twenty-eight ^^ Dollars, 

in goods from our store. 

SCRANTON & CO. 
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BILL 



UitZyC^i^.<d-1?-^Z-^ /YZ^^ 





^^^-Z-^V^J 




Z^4 /f" 




j^^-M^, ■y?i^. 







„ <3.^^^ 



// 



^:^^«^ 




^W^^ 



/0^ 




32- 



^f 




7^ 



ACCOUNT SALES 



Ot^t>(>^^?:^zZ.'Cd^ iZ^/ 0O<P /^(^€^C^, /^HZyt^C^gyy-:^^^ [^P-Uyf^^ 
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APPENDIX 



SUPPLEMENTARY EXERCISES 

The following transactions are designed, primarily, to afford additional drill in determining the proper 
debits and credits in recording business transactions, and may be performed upon paper or used as 
exercises for class drill in the elements of bookkeeping. The latter plan will be found productive of 
most excellent results, and is recommended by the authors, as it adds the aid of the teacher to the effort 
of the pupil, thus securing to the pupil thorough knowledge in the shortest possible time. It is advised 
that those pupils who are engaged upon a particular part of the work in bookkeeping — initiatory, inter- 
mediate or advanced — be taken in classes into a recitation room and required to give the debits and 
credits of all parties in the transactions in this work that are of the same general character as those upon 
which they are engaged at their desks. In addition to the entries of all parties, it is recommended that 
the pupils be required to give the forms of all commercial paper introduced, with their proper indorse- 
ments. It is believed that this class drill will rivet the principles of debit and credit and the forms and 
requisites of commercial paper upon the mind of the pupil as no other process can do, and will effect a 
great saving of time and labor upon the part of the teacher. 

Such class work should closely resemble the following : 

January 8. Bought of H. C. Franklin, Chicago, on %, at 30 days, 200 bbls. Pork, @ 12.00, 2400.00. 

Ques. What should be your debit and credit for this transaction, and why ? 

Ans. Mdse. should be debited, because merchandise has been bought — comes into my possession ; 
and H. C. Franklin should be credited, because I have become indebted to him. 

Ques. What debit and credit will Franklin make, and why ? 

Ans. He will debit me, the purchaser, because I have become indebted to him, and will credit Mdse. 
because he has disposed of merchandise. 

Ques. What entries will you make thirty days hence, upon payment in cash of the amount due 
H. C. Franklin, and why ? 

Ans. Debit H. C. Franklin, because I have got out of his debt, and credit Cash, because I have 
paid out cash. 

Ques. What entries will H. C. Franklin make upon receiving from you cash, in settlement of your 
account, and why ? 

Ans. He will debit Cash, because he has received cash, and credit me, because I have got out of his 
debt. 

Again, April, 3, bought of Granger & Co., Minneapolis, 2000 bbls. Flour, @ 5.2.5 per bbl., 10500.00. 
Gave in payment our check on German- American Bank for 4000.00. J. C. Reid's note, 5000.00, discount 
to maturity allowed Granger & Co., 72.50, and cash for balance, 1572.50. 

Ques. What debits and credits will you make for this transaction, and why ? 

Ans. Debit Flour, because flour has been purchased; debit Discount because discount has been 
allowed Granger & Co. ; credit Bills Receivable, because J. C. Reid's note has gone out of our possession ; 
and credit Cash for the amount of the cash, because we have paid out cash ; and credit German-American 
Bank, because we have drawn a check on them. 

Ques. What entries will Granger & Co. make, and why ? 

Ans. Debit Bills Receivable, because J. C. Reid's note has been received; debit Cash for the amount 
of the check and currency, because so much cash has been received ; credit Flour, because flour has been 
sold ; and credit Discount, 'because discount has been allowed them. 

Ques. What entry will the German-American Bank make when the check is paid, and why ? 

Ans. Debit Preston & Co., makers of the check, because the check is drawn by them — lessening 

their deposit that amount — and credit Cash, because cash has been paid out. 

i 
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Ques. Give the form of J. C. Keid^s note as originally received by B. F. Prestoo. 



6000.55 



^ March 1, 19— • 



July 1; after date, I promise to pay B. F. Preston, 

or order, Five Thousand Dollars^ at First National Bank^ 

value received 

J. C. BEID. 



Ques. What will be necessary for B. F. Preston to do upon investing that note in the business of 
Preston & Co.? 

Ans, Write his name on the back of the note, or write, Pay Preston & Co., or order, and sign his name. 

Ques. In case the latter form is adopted, how will the firm of Preston & Co. transfer it to Granger & Co. ? 

Ans. They will write on the back, under the present indorsement, the firm name, or Pay Granger 
& Co., or order, and add the firm's signature. 

Ques. Give the form of the check on German-American Bank on April 3. 



4000. 



^ AprU 3, 19— w 



German-American Bank. 

Pay to Granger & Co., or order, $4000.» 

Four Thousand 1^ Dollars. 



No. 



PRESTON & CO. 



JANUARY 

1. The Student commenced business this day, and invested cash, 5000.00. 

2. Bought for cash of E. H. Fellows, Albany, 100 bbls. Flour, @ 8, 800.00. 

3. Sold W. H. Stern, Baltimore, on % 26 bbls. Flour, @ 10, 260.00. 

4. Sold for cash to S. B. Alverson, New York, 60 bbls. Flour, @ 9.60, 476.00. 

7. Received cash of W. H. Stern to apply on %, 100.00. 

8. Bought of H. C. Franklin, Chicago, on %, at 30 days, 200 bbls. Pork, @ 12, 2400.0a 

9. Bought of P. Armour & Co., for cash., 100 bbls. Lard, @ 26, 2600.00. 
12. Sold Jas. Garrison, on %, 60 bbls. Pork, @ 16, 760.00. 

17. Sold H. D. Jones, on %, 60 bbls. Lard, @ 27, 1360.00. 

19. Bought of A. P. Barnes, on %, 200 bbls. Flour, @ 7.60, 1600.0a 

21. Sold for cash, 60 bbls. Lard, @ 26.76, 1337.60. 

23. Sold W. H. Stern, on %, 100 bbls. Flour, @ 8.26, 826.00. 

25. Received cash of H. D. Jones, on %, 1000.00. 

27. Sold for cash, 76 bbls. Flour, @ 8.10, 607.60. 

29. Bought for cash, 200 bbls. Flour, @ 7.26, 1460.00. 

81. Paid A. P. Barnes 1000.00, on %. 



Inventory —260 bUs. Flour, 7.26 

160 »* Pork, 12.00 



Cash 
Net Grain 



1812.60 
1800.00 
3612.60 

2770.00 
667.60 



FEBRUARY 

1. Increased my capital by an additional investment of 3000.00. 

2. Bought of Johnson & Co., on my note at 16 days, 100 bbls. Salt, @ 1.26, 
4. Sold D. B. Davis, on his note at 10 days, 60 bbls. Pork, @ 13.60, 676.00. 

6. Received of W. H. Stem his note, at 10 days in full of %, 976.00. 

7. Paid H. C. Franklin 2400.00, in full of account. 



• 



• •• 
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S. Sold for cash, 50 bbls. Salt, @ 1.60, 76.00. 

10. Sold Jas. Garrison, on %, 50 bbls. Pork, @ 13.76, 687.50. 

12. Bought of P. Armour & Co., for cash, 50 bbls. Lard, @ 24, 1200.00. 

13. Received cash of Jas. Garrison, 1000.00 on %, 

14. D. B. Davis has paid his note of 4th inst. in cash, 676.00. 

16. W. H. Stern has paid his note of 6th inst. in cash, 975.00. 

17. Paid our note of 2d inst. in cash, 125.00. 

18. Sold Jas. Garrison, on %, 25 bbls. Lard, @ 26, 650.00. 

22. Sold James Payne, on his note at 10 days, 50 bbls. Pork, @ 13.25, 662.50. 

24. Bought of R. B. Ashley & Co., on my note at 60 days, with interest, 100 bbls. Pork, at lliK), 
1150.00. 

26. Sold for cash, 25 bbls. Lard, @ 27, 675.00. 

28. Bought of P. Armour & Co., on my note at 30 days, 100 bbls. Lard, @ 23.50, 2350.00. 

Inventory — 250 bbls. Flour, @ 7.26 1812.50 

100 « Pork, @ 11.50 .......... 1150.00 

100 " Lard, @ 23.50 2350.00 

50 « Salt, @ 1.25 62.50 

5375.00 



ITet Gain 
Cash 



362.50 
5445.00 



MARCH 

1. Paid two months' rent of store in cash, 200.00. 

2. Sold Jas. Garrison, on his note at 16 days, with interest, 200 bbls. Flour, @ 8, 1600.00. 

4. James Payne has paid his note in cash, 662.50. 

5. Paid clerk's salary for two months, in cash, 100.00. 

9. Bought of James Willis on our acceptance at 30 days, payable at German-American Bank, 500 
bbls. Flour, @ 7, 3500.00. 

11. Sold C. M. Benton, on his acceptance at 10 days, payable at Third National Bank, 200 bbls. 
Flour, @ 7.75, 1550.00. 

13. Bought of J. W. Whitney, on our note at 30 days, payable at German-American Bank, with 
interest, 200 bbls. Salt, @ 1.25, 250.00. 

14. Sold H. L. Haskins, on his check on First National Bank, 200 bbls. Flour, @ 7.80, 1560.00. 

15. Paid our acceptance due April 8th, 3500.00, in cash, less discount for time it has yet to run. 
Discount, 24 days, 14.00. 

17. Jas. Garrison has paid his note of 1600.00, due to-day, with interest, 4.00. 

20. Sold S. G. Davis, on his note at 30 days, payable at Merchants' Bank, 75 bbls. Lard, @ 24.50, 
1837.60. 

21. C. M. Benton has paid his acceptance of 11th inst., 1550.00, by his check on Third National 
Bank. 

22. Sold M. J. Riggs, on his check on Merchants' Bank, 60 bbls Pork,@ 12.25, 612.50. 

23. S. G. Davis has paid his note of 20th inst., 1837.50, less discount to maturity — 27 days — by 
his check on Merchants' Bank. Discount, 8.27 ; amount of check, 1829.23. 

26. Bought of P. Armour & Co., on our acceptance at 30 days, payable at German- American Bank, 
100 bbls. Lard, @ 22.75, 2275.00. 

29. Prepaid our note, favor R. B. Ashley & Co., 1150.00, with interest accrued to date, 33 days, in 
oash. Interest, 6.33. 
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31. Sold Mason & Brown, on their note at 10 days, payable at First National Bank, 150 bbls. Salt, 
@ 1.40, 210.00. 

Inventory — 150 bbls. Flour, @ 7.00 . 1050.00 

50 " Pork, @ 11.50 575.00 

125 " Lard, @ 22.75 2843.75 

100 " Salt, @ 1.25 125.00 

4593.75 

Cash . 8320.90 

Net Gain .* .... 267.16 

APRIL 

1^ Student and B. F. Preston have this day formed a copartnership for the purpose of 
conducting a General Produce business, under the firm name of Preston & Co., each to invest 20000.00. 
Student's investment consists of Warehouse and Lot, valued at 15000.00, upon which there is a mortgage 
of 5000.00, having two years yet to run from this date ; an account against B. H. Manning, St. Louis, 
2963.50, due April 15th ; a note against Samuel Drake, Chicago, for 5860.00, payable at Live Stock National 
Bank, two months from March 4th, with interest, now worth 27.35, in addition to its face, and horses, 
wagons, harnesses, scales, trucks, etc., for use of warehouse, valued at 1149.15. 

B. F. Preston invests cash, 14400.00 ; J. C. Reid's note for 5000.00, dated March 1st and payable 
at First National Bank, due June 30th, without interest, discount allowed, 75.00$ an account against 
C. W. Norton, New York, due May 7th, 1792.87. 

B. F. Preston owes W. S. Bancroft, Cincinnati, on his note, payable at Third National Bank, due 
May 9th, without interest, 1125.00. Discount to maturity, 7.13. 

1. Deposited cash in German- American Bank, 5000.00. 

2. Bought for cash, 6 car loads No. 1 Red Wheat, 2375 bushels, @ 85c., 2018.75, and 10 car loads 
Canada Barley, 3960 bushels, @ 66c., 2613.60. Total, 4632.35. 

Note. — Instead of keeping a general Merchandise account, yon wiU keep an accoant with each kind of produce, as 
Wheat, Com, Barley, etc. 

3. Bought of Granger & Co., Minneapolis, 2000 bbls. Flour, @ 5.25 per bbl. Gave in payment our 
check on German-American Bank for 4000.00 ; J. C. Reid's note, 5000.00, discount to maturity, allowed 
G. & Co., 73.33, and currency for balance, 1573.33. 

5. B. H. Manning, St. Louis, has failed, and, in common with other creditors, we have decided to 
accept 80 per cent, of our claim, for which a draft on New York has been received. Student having 
guaranteed the account, he must bear the loss. Account, 2963.50 ; discount, 592.70 ; amount of draft, 
2370.80. 

6. Received draft on New York, from Live Stock National Bank of Chicago, for proceeds of 
Samuel Drake's note of 5860.00, which he prepays with interest. Interest collected, 32.23 ; Bank charges 
5.00 for collection and 5.00 for exchange on draft. Amount of draft, 5882.23. 

10. Sold Guernsey & Co., Brooklyn, on their acceptance at 30 days, 500 bbls. Flour, @ 5.75, 2875.00. 

11. Sold Prescott & Smith, Newark, 2 car loads Red Wheat, 1152 bushels, @ 92c., 1059.84, and 3 
car loads Canada Barley, 1180 bushels, @ 72c., 849.60. Total, 1909.44. Received Ballard & Jones' note, 
favor P. & S., and indorsed by them for 1500.00, dated March 20th, at two months, payable at Manufac- 
turers' Bank, Newark, less discount to maturity, and their check on Newark National Bank, for balance. 
Discount, 9.75; check, 419.19. 

14. Bought for cash, 8 car loads Oats, 3864 bushels, @ 41c., 1584.24. 

16. Sold Nichols & Co., Boston, at 60 days, 1000 bbls. Flour, @ 5.90, 5900.00. 

18. Wishing to pay the mortgage on the warehouse, which will not mature until two years from thd 
Ist inst., we offer 50.00 in addition to the face and interest to date, which is accepted. Interest, 15.00 ; 
Cash payment, 5065.00. 

22. Received from Wilson & Rockwell, Monroe, 5 car loads, 1964 bushels. Wheat to be sold on 
commission. Paid freight, 61.65; drayage, 25.00 in cash. 
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Student invests 592.70 in cash, the amount of the discount on B. H. Manning's account 
Inventory--1223bu. Wheat, @ 85c 1039.55 



2780 bu. Barley, @ 660. 
500 bbls. Flour, @ 5.25 • 
3864 bu. Oats, @ 41c. 
Horses, Wagons, Scales^ etc 
Warehouse 



Cash on hand 
Gash in bank 
Ket Gain 



1834.80 
2625.00 
1584.24 
1149.15 
15000.00 

5723.35 

1000.00 

985.61 



MAY 



1. Mr. F. E. Thomas is this day received as partner in the business, giving each of the present 
proprietors his note at six months, with interest, for such an amount as will equalize the investments ; 
to Student, 6830.94, and to B. F. Preston, 6830.93. 

3. Sold for cash, the 5 car loads, 1964 bushels, Wheat, received from Wilson & Brockwell, @ 93o. 
per bushel, 1826.52. 

5. Deposited cash in German-American Bank, 4500.00. 

6. C. W. Norton, being unable to pay his account, 1792.87,' due to-morrow, sends us a joint and 
several note, made with interest at two months, payable at Ninth National Bank, Philadelphia, signed 
by himself and W. S. Newcomb, which we receive in settlement. 

8. Remitted by our check on Germ an- American Bank, for amount due to-morrow on B. F. Pres* 
ton's note, favor W. S. Bancroft, 1125.00. 

10. Received cash for Guernsey & Co.'s acceptance, due to-day, 2875.00. 

13. Shipped Randall & Reed, New York, to be sold on our account, 4 car loads Red Wheat, 1223 
bushels, invoiced, @ 85c., 1039.55. Paid insurance in cash, 5.00. 

15. Rendered Wilson & Rockwell an account sales of the 5 car loads Wheat, received from them to 
be sold on commission. In addition to freight, 61.65, and drayage, 25.00, paid when tlie Wheat was 
received, we charge 2 per cent. Commission, 36.53, Storage, 25.00, and Insurance, 9.00. Remitted 
consignors our check on German-American Bank for net proceeds, 1669.34. 

18. Sold Strong & Wood, Fairport, 4 car loads Barley, 1539 bushel, @ 77c., 1185.03, on their accept- 
ance at 60 days, indorsed by W. L. Pinson, payable at De Land National Bank, Fairport. 

20. Ballard & Jones' note due to-day has been protested for non-payment. Protest fees, 1.60, 
{Mdd by us in cash. 

23. Ballard & Jones have paid their note due the 20th, 1500.00, protest charges, 1.60, and three 
days' interest, 75c., by new note at 60 days, with interest, payable at Manufacturers' Bank, Newark, for 
750.00, balance in cash, 752.35. 

27. Sold Jones & Co., on their check on Traders Bank, 4 car loads Oats, 1921 bushels, @ 45^., 
874.06. 

30. Received from Randall & Reed, New York, an account sales of wheat shipped them on com- 
mission, on the 13th inst. Our net proceeds, 1224.15, due by equation, June 15th. 

Inventory — 1241 bu. Barley, @ 66c 819.06 

500 bbls. Flour, @ 5.25 2625.00 

1943 bu. Oats, @ 41c 796.63 

Warehouse 15000.00 

Horses, Wagons, Scales^ eto. 1149.15 

Cash on hand 7544.68 

Cash in bank 2705.66 

Net Gain 506.62 



vi 



THEORETICAL AND PRACTICAL BOOKKEEPING 



JUNE 

1. B. F. Preston, wishing to retire from the business, proposes to sell his interest to the other two 
partners, receiving one half cash and note for balance, which is accepted. The note for such hftlfliu^ 
will be signed by the new firm ; the style of which is, Thomas & Co. Cash, 6915.37 ; Note, 6915.37. 

4. Kichol & Co. propose to pay their account, 5900.00, due 15th, providing we will allow tbem 
one quarter per cent, discount on its face, which is accepted. Discount, 14.75, cash, 5885.25. 

7. Paid insurance for one year from April 1st, on warehouse, valued at 11000.00, in cash. Pl^ 
mium 1 per cent., 110.00. Also paid premium for one year, obtained April 1st on an open policy of 
insurance on contents of warehouse; Policy, 10000. 00, Premium, 100. 

10. Received from Pillsbury & Co., 1000 bbls. Flour, invoiced at 5.10, to be sold on their %, and 
risk. Paid in cash, freight, 212.00 ; cartage, 20.00. 

13. Bought of Cook & Co., on our acceptance at 30 days, payable at German-American Bank^ 6 
car Ipads Red Wheat, 2116 bushels, @ 93c., 1967.88. 

15. Received from Randall & Reed, cash for proceeds of shipment due to-day, 1224.15. 

18. Owing to the unfavorable appearance of the wheat market, we have determined to sell ihb 
2116 bushels, now on hand, at present price, 89c., for which we receive cash, 1883.24. 

21. Messrs. Pillsbury & Co., being in need of funds, notify us that they have drawn on us for 
2500.00 at 14 days from the 18th inst, on account of the invoice of Flour received from them on the 
10th inst Accepted the draft, payable at German- American Bank. 

23. Sell D. Collins, Winchester, for cash, 2 car loads Barley, 813 bushels, @ 77c., 626.01. 

26. Sold, for cash, 500 bbls. Flour, Pillsbury & Co.'s consignment, @ 5.90, 2950.00. 

30. The warehouse and contents were last night totally destroyed by fire. The insurance comp»> 
nies have this day adjusted the losses which were paid in cash, as follows : Warehouse, 11000.00 ; Scales^ 
Trucks, etc., 200.00; Contents, 6763.63—2600.00 of which was on % of 500 bbls. Flour, belonging to 
Pillsbury & Co., which were stored in the warehouse, and covered by the open policy of insurance; and 
the remaining 4163.63 was apportioned as follows : Flour, 2950.00 ; Oats, 884.07 ; Barley, 329.56. 

30. Deposited in German-American Bank, 10000.00. 

30. Closed Pillsbury & Co.'s consignment, and rendered consignors an account of sales. Oor 
charges in addition to freight and cartage already entered, are : Commissiou, 2 per cent, on 500 bbls. 
sold, 59.00 ; Storage, 5.00 ; Insurance, 12.75. Pillsbury & Co.'s net proceeds, 2741.25, remitted by ooi 
check on German- American Bank. 

The books will now be closed, preparatory to closing out the business. 

Inventory — Warehouse Lot, valued at . • 4000.00 

Horses, Wagons, etc., valued at 

Ket Gain 

Student's present worth . 



B. F. Thomas's present worth . 
Cash in bank • • • • 
Cash on hand • c • • 



900.00 

267.16 

13964.33 

13964.32 

9964.41 

20719.5» 



DICTIONARY OF COMMERCIAL WORDS AND PHRASES 



ACCEPTANCE. — Agreeing to the terms proposed ; the 
acceptor's name written on the face of a bill of exchange 
or draft, usually with the word ** Accepted"; bill of ex* 
change or draft when accepted. 

AoGOMMODATioN Fapbr. — Notcs or acceptances drawn for 
the purpose of being discounted, and not founded on 
an actual sale of goods ; notes or bills signed and ac- 
. oepted without consideration ; notes drawn by merchants 
for like amounts and exchanged for their mutual accom- 
modation. 

AocoDNT Current. — A runniug account. A detailed state- 
ment of the transactions between two persons or firms, 
usually expressed in the form of debtor and creditor. 

Account Salbs. — An itemized statement of sales and ex- 
penses, sent by a commission merchant to his prin- 
cipal. It exhibits the quantities and prices of the goods 
sold, the commissions and other charges, and the net 
proceeds. 

AooRUBD. — Interest accumulated and unpaid. 

AcKNowLBDOB. — lu Commercial correspondence, the term 
by which the receipt of a letter, remittance, or order, 
is admitted. 

AoKNOWLBDGMENT. — A foHual admissiou madd before an 
officer, that the act described was voluntarily done. 
The officer^s certificate of the admission is also called 
an acknowledgment 

Administrator. — One that is appointed by the court to 
settle an estate. 

Ad Yalorbm. — According to value. A custom-house term, 
relating to the estimating of duties upon the value of 
imported goods. 

Affidavit. — A written declaration under oath. 

Appraisal. — The act of placing a value on goods. 

Arbitration. — The adjustment of a. disputed point by a 
person or persons chosen by the parties in dispute. 

AasBTs. — A term commonly used in trade to designate the 
funds, property, or effects, that is, the stock in trade, 
cash, and all the available property of a merchant, in 
contradistinction to his liabilities or obligations. 

Assignee. — A person to whom the property of a bankrupt 
or an insolvent debtor is transferred for the benefit of 
the insolvent's creditors. 

Assignment. — The act of transferring property to the as- 
signee. 

Attachment. — A warrant for the purpose of seizing a 
man's property. 

Auditor. — An officer appointed by the government, or by 
any corporation, to examine claims upon the treasury, 
and to investigate the treasurer's accounts. 

Auxiliary. — Applied to various account books that are 
kept as aids to the principal books. 

BALANCE OF TRADE.— The difference between the 
value of the commercial imports and exports of any 
country. 
Bank-Book. — A pass-book carried by a depositor, in which 
the teller of a bank records deposits, and in which the 
bookkeeper enters the paid checks at stated intervals. 
Bank Bills or Notes. — Promissory notes printed by the 
government and issued by national banks, payable on 
demand, and used as money. 



Bankrupt. — One who is unable to pay his debts, and who 
fails in business. 

Bill. — A statement in writing, as a list of items bought or 
sold, or of services rendered. The common term ap* 
plied to a note or draft. 

Bill of Exchange. — An order for the payment of money, 
usually drawn on a person living in a foreign country, 
the term draft being used to designate bills that are pay- 
able in the same country in which they are drawn. 

Bill of Lading. — A written account of goods shipped and 
the conditions of shipment, having the signature of the 
carrier's agent, and given to the shipper as a receipt. 

Bill of Sale. — A writing given by the seller to the buyer, 
transferring the ownership of personal property. 

Board of Trade. — An association of business men for the 
regulation and advancement of commercial interests. 

Bonded Goods. — Those which are stored in a bonded 
warehouse, or in bonded cars, the owner having given 
bonds securing the payment of import duties or of in- 
ternal revenues, upon their removal, or their arrival at 
some inland city of entiy, and before a specified time. 

Bonus. — A premium given on a loan, or for any favor shown. 

Broker. — An agent who effects sales or purchases or who 
makes loans and contracts for another. Also a term 
applied to one who deals in stocks. A broker does not 
usually have possession of the property which he sells 
or buys as agent. 

Bullion. — Uncoined gold or silver. 

Business. — Exchange of commodities and of commercial 
values. Also a term representing one's occupation. 



/CAPITAL.— The investment fn business. 

Cash Sales. — The sales made for ready money in contra- 
distinction to sales on which credit is given. 

Certificate. — A written voucher attesting to some fact ; 
as a certificate of deposit, a certificate of stock. 

Certified Check. — One which has been certified or ac- 
cepted by the bank on which it is drawn, making the 
bank responsible for its payment. 

Charter. — A paper from government defining the rights 
and privileges of corporations. To hire or let an in- 
strument of transportation ; as, a ship, a railway car. 

Chattel. — Any kind of property except real estate, as, 
merchandise, notes and accounts, animals, leases of 
real estate, etc. 

Check. — An order on a bank drawn by a depositor. 

Clearing House.— A kind of banking exchange, estab- 
lished in some of the large cities for the convenience of 
daily settlements ; the drafts and checks on each other 
are mutually exchanged without the individual presen- 
tation of each at the banks, and a balance struck, which 
balance only is paid in cash. 

Collaterals.— Pledges of stocks, notes, or chattels, for 
security of loans and other indebtedness. 

Commerce.— The business of exchanging commodities be- 
tween different places ; mercantile business in general, 
as carried on between individuals or companies of dif- 
ferent countries, or of the same country ; and in a re- 
stricted sense, the shipping which belongs to a country. 
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DICTIONARY OF COMMERCIAL WORDS AND PHRASES 



CoMMBRCiAL Papbb. — BUls of ozchauge, drafts, and notes, 

given in the course of trade. 
Commission. — A percentage given for the sale or purchase 

of goods, or the u^ansactioii of other business ; the order 

or authority by which one person transacts business for 

another. 
Common Law. — Law based upon the precedent of usage, 

and not contained in the statutes enacted by legislative 

bodies. 
Company. •;— A corporation. A term used in a firm name to 

designate other partners whose names are not given. 
Compound, or Compromise. — To settle a claim by paying 

or receiving only a part of the amount. To agree upon 

a settlement based upon mutual concessions. 
Consignee. — One to whom goods are sent. 
Consul. — An agent for a government, residing at a seaport 

in a foreign country, and guarding the commercial in- 
terests of his own country. 
Contra. — On the opposite side. 
Copartnership. — The joining of two or more persons into 

one firm for the purpose of carrying on any enterprise. 

It has the same meaning as partnership. 
Copyright. — The right granted by government to an author 

to control the publication of any book or work. 
Counterfeit. — A spurious bank bill ; a forgery. 
Counting-room. — A room in which merchants keep their 

accounts and transact business. 
Coupon. — An interest note or a certificate attached to a 

bond which is cut off from the bond and collected 

when due. 
Course of Exchange. — The sum merchants pay for bills 

of exchange to enable them to make remittances from 

one country to another. 
Credentials. — Testimonials giving authority. 
Creditor. — One giving credit ; one whom we owe. 
Currency. — The paper money or the coin which consti- 
tutes the circulating medium of a country ; that which 

passes for money in a country. 

DAYS OF GRACE. —Negotiable promissory notes or bills 
of exchange, payable at a certain time, are entitled to 
three days* delay beyond the time expressed, which are 
called days of grace, unless ** without grace** is ex- 
pressed on the paper. These days were so called be- 
cause they were formerly gratuitously allowed. But 
now, in the United States and England, they are de* 
manded of right, the custom having passed into law. 

Debtor. — One who owes a debt. 

Deed. — A written contract under seal, usually transferring 
the ownership of real estate. 

Defalcation. — Deduction or discount. Embezzlement of 
money by an officer having it in charge. 

Deposit. — To commit to the care of another ; especially to 
place money in bank subject to our order. 

Dishonor. — A failure to pay an obligation when due. A 
failure to accept a draft when presented for acceptance. 

Dividend. — The portion allotted to each stockholder in the 
division of profits. 

Dower. — The right of a widow to a life interest in one- 
third of all the real estate owned by her husband at any 
time after their marriage. 

Due-bill. —A brief written acknowledgment of a debt, 
having the effect of a promissory note. 

Dunning. — Soliciting payment for a debt; or the urgent 
pressing of the payment of a debt 



EARNEST. — Fart of purchase money paid, on part of 
goods delivered to bind a verbal contract. 

Embezzlement. — A fraudulent appropriation of money en- 
trusted to one*s care. 

Emporium. — A commercial center. 

Endorse, or Indorse. — To write one's name on the back 
of a commercial paper. To receipt a partial payment 
on the back of a note or bill. 

Engross. — To copy in manuscript. 

Equity. — The science of right and justice, which often 
corrects the application of law in a particular case. 

Exchange. — The giving of one value for another. The 
process of remitting money values by means of bills 
and drafts. The discount or premium arising from the 
purchase .or sale of different classes of paper. 

Execution. — A written direction given to an officer author- 
izing him to enforce a judgment. The act of signing 
and sealing a legal instrument. 

■pAC SIMILE. — An exact copy. 

Fee Simple. — The absolute ownership of real estate. 
Financier. — One having charge of the public revenues. 

One skilled in money matters. 
Fiscal. — Pertaining to the public treasury or revenue. As, 

the fiscal year, meaning a financial year as reckoned by 

the department of finance. 
Fixtures. — The furnishings of a store or office that are not 

movable. 
Folio. — The page of an account book. 
Footing. — The amount of a column of figures. 
Forgery. — The act of fraudulently writing or altering a 

written document. 
Free Trade. — Commerce between nations unrestricted by* 

duties or tariff regulations. 
Freight. — Merchandise being transported. The price paid 

for transportation. 

GAUGING. — The. process of measuring the contents of 
casks. 

Good Will. — The reputation and patronage that pertains 
to an established business. The good will of a business 
is very frequently the subject of purchase and sale. 

Greenbacks. — United States notes, as distinct from na- 
tional bank notes. 

Gross Weight. — Weight of merchandise, Including the 
case or wrapping. 

Guarantee, or Guaranty. — A surety for the performance 
of a contract, in case the party making the contract 
fails to keep it. A security against loss. 

ONOR. — To accept a draft, or to pay it when due. 
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INDEMNITY. — Security against loss, such as may occur, 
or has occurred, by reason of some particular or speci- 
fied event, as in case of ordinary insurance against loss 
by fire, etc. 

Indenture. — A mutual agreement in writing between two 
or more parties. 

Indorsement. — A writing on the back of any commercial 
paper. 

Infringement. — To trespass upon the rights of another, 
especially when granted some special right by law, such 
as a copyright, a patent, or a trade mark. 

Injunction. — A writ or process by which a party is re- 
quired to do or to refrain from doing a special act. 



DICTIONARY OF COMMERCIAL WORDS AND PHRASES 



IX 



L 0. n. — I owe yon — an acknowledgment of indebtedness, 
by the signer to the bolder, for tbe amoant 

IvsoLYBNCY. -— The condition of one who is unable to pay 
his debts or meet his commercial obligations. 

Installm BNT. — Part of a sum of money paid or to be paid. 

Instakt. — Referring to the present month ; as, the sixth 
instant means the sixth day of the present or current 
month. Abbreviated t'lt8^ 

Intestate. — Dying without having made a will. 

Imvextory. — A schedule or list of the goods, wares and 
merchandise generally, credits and assets of a merchant, 
made out in minute detail, each article being set down 
separately, and separately valued, usually, according to 
Its then cash value ; the whole list being then entered 
in a book called an inventory book. 

brvoicE. — An itemized bill of merchandise bought, sold or 
shipped. 

JOBBER. — A wholesale merchant who buys goods from 
the importers and manufacturers, and sells to country 
or other merchants and to retailers. 
Joint Stock. — Property held in common by a company of 

men, each of whom is called a stockholder. 
Judgment. — The decree of a. court enforcing a contract or 
redressing a wrong. 

LAW MERCHANT. —Commercial law, or such customs 
and usages in commercial transactions, as being recog- 
nized by the higher courts as establishing rules of 
action, thus acquire the force of law. 

Lease. — The letting of land and other property for hire. 
The contract for such letting, usually written, but some- 
times verbal when the contract terminates within a year. 

Legacy. — A gift of property by will. 

Legal Tender. ^That kind of money which legally can 
be offered in payment of a debt. 

Letter of Credit. — A letter, usually addressed to bank- 
ing houses in foreign cities, authorizing the holder to 
receive credit for a stated amount. They are used 
mainly by travelers. 

Liabilities. — The pecuniary obligations of a merchant, 
which inclndes his bills payable and all his other debts. 

License. — Permission or liberty to prosecute business or 
to sell. 

Lien. — The right of holding or detaining the property of 
another until some legal claim be satisfied. 

Liquidate. — To pay or settle a claim. 



M 



AKER. — The signer of a note. 



Manifest. — An invoice or schedule of a ship^s cargo. 
Maturity. — The date when commercial paper becomes 

payable. 
Merchandise. — In its most comprehensive signification 

embraces every article dealt in by a merchant. 
Money. — Any coin or currency lawfully employed as a 

representative of value in buying and selling. 
Monopoly. — The sole right to make or sell a certain article. 

Tlie exclusive control of anything. 
MoRTOAGR. — The written pledge of real estate or chattels 

to secure payment of a debt. 

"NEGOTIABLE. — A term applying to commercial paper 
^^ that may be transferred by indorsement or simply by 

delivery. 
Net. — Clear of all charges. The exact weight or amount 

after all deductions are counted out. 



Net Proceeds. — The proceeds of a sale after all expenses 
are deducted. 

Notary, or Notary Public. — An o£Qcer who acknowl- 
edges deeds and other commercial papers; but whose 
chief business is to protest paper for non-acceptance 
and non-payment. 

OPEN ACCOUNT. — A running account on a merchant's 
books, of debits or credits, with an individual or firm. 

Open Policy. — One intended to cover all goods shipped 
by a certain person within a specified time ; each special 
shipment and the amounts of insurance to be indorsed 
upon the policy, as tbe shipments are made. 

Outlawed. — A term applied to a debt which has run be- 
yond the time when the law will enforce its payment. 

Overdrawn. — To draw a greater sum than one has to his 
credit. 

PAR. — Equal in value. Any paper is at par when it is 
worth its face value, without premium or discount. 

Parol. — Oral, not written. Also applied to written con- 
tracts not under seal. 

Partnership. — The association together of two or more 
persons in any occupation. 

Par Value. — The nominal value; usually the printed or 
written value of any paper. 

Pass-Book. — A book in which a trader enters articles bought 
on credit. It is usually carried by the purchaser, and 
is presented for record when the purchases are made. 

Patent. — An official document securing to a person for a 
term of years the exclusive right to an invention. 

Pawn. — A deposit or pledge, given as security for a loan. 
The term only applies to chattels or money, and not to 
real estate. 

Payee. — The one to whom payment is to be made ; espe- 
cially in whose favor a paper is drawn. 

Payer. — The one who pays or is under obligations to 
pay. 

Personal Property. — All property except real estate; 
chattels. 

Plaintiff. — One who brings a personal action in law 
against another party who is called the defendant 

Power of Attorney. — A written instrument giving an 
agent authority to act for his principal. An agent thus 
empowered is called an Attrtrney in Fact 

Preferred Stock. — Stock taking preference over the or- 
dinary stock of a corporation. A dividend is declared 
and paid on preferred stock before any can be declared 
on common stock. 

Prima Facie. — At first view. Prima facie evidence is that 
evidence which is sufficient unless rebutted. 

Promissory Note. — A written promise to pay a certain 
sum of money unconditionally, at a specified time. 

Pro Rata. — A proportional distribution. 

Protective Tariff. — Rates of duty fixed higher than the 
uniform rates, on certain imported commodities, for the 
protection of home manufacturers. 

Protest. — A formal declaration made by a notary public, 
of the non-payment of a note, or non-acceptance and 
non-payment (»f a draft. 

QUARANTINE. —Restraint of intercourse to which a 
.ship, dwelling, or town is subjected on account of 
being infected with some contagious disease. 
Quotations. — The published prices of merchandise, rates 
of freight, rates of exchange, etc. 
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RATIFY. — To sanction or approve ; usually applied to a 
principaPs approval of an agent^s transactions. 

RfeBATE. — A discount, or an allowance from the stipulated 
price, made in consideration of prompt payment, or for 
other reasons. 

Bbceivbr. — A person appointed to take charge of the 
affairs of a corporation on its dissolution, and to distribute 
its property according to law. 

Rbmittance. — The act of transmitting money values from 
one place to another. The value sent is called a remit- 
tance. 

Resources. — Money, property, or that which can be con- 
verted into property; as claims against other people, 
either on written or verbal promises. 

Revocation. — The recall of authority conferred on an- 
other ; as the revocation of an agency. 

SALVAGE. — An allowance made by law to those who 
save a ship's cargo from a wreck or fire. 
8et-off. — A coimter claim. A claim which the debtor or 

defendant brings to reduce the claim of a creditor or 

plaintiff. 
Solvent. — Being able to pay one's liabilities. 
Statement. — A list of resources and liabilities, A report 

of an agent's transactions sent to his principal. An item- 
ized list of the debits and credits of any personal account ; 

as, monthly statements sent by wholesale dealers to their 

customers. 
Statute. ^ A law enacted by a legislature. 
Stockholder. — One who owns shares of the capital stock 

of a corporation. 
Sue. — To bring an action against one in law 
Surety. — A person who has made himself responsible for 

the contract of another. 
Syndicate. — A number of capitalists who unite together to 

dispose of a large loan, or to conduct some great financial 

enterprise. 
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ACIT. — That which is understood or implied. 



Tare. — An allowance made for the weight of boxes, barrels, 
or wrappings of merchandise, 'i'he remainder after 
deducting the tare is called net weight. 

Tariff. — A list of prices; as, a freight tariff. A list of 
duties or customs on imports or exports. 

Telegram. — A dispatch or message received or transmitted 
by the electric telegraph. 

Teller. — One who receives or counts. A bank officer who 
receives or pays out money. 

Tickler. — A book containing a memorandum of notes and 
debts, arranged in the order of their maturity. 

Trade Discount. — A discount from certain list prices, or 
from the amount of purchases, made to a dealer on ac- 
count of a change in the prices, or on account of cash 
payments. 

ULTIMO. — The last month preceding the present ; as, on 
the twentieth ultimo, meaning the twentieth of last 
month. Abbreviated ult. 
Usury. — Interest in excess of the highest rate allowed by 
law. 

VALID. — A term applied to a contract that is properly 
executed ; that is, legal or binding. 
Void. — Having no legal or binding force. 
Voucher. — A document or paper proving that some trans- 
action occurred ; as, a receipt or a canceled note is a 
voucher for the payment of money. 

WARRANTY. — An agreement to become responsible, II 
certain facts do not turn out to be as represented. 
Way-Bill. — A paper containing a list and description oi 

goods sent by railroad. 
Wholesale. —To sell goods in quantity; usually, in un- 
broken or whole packages. 



ABBREVIATIONS AND CONTRACTIONS 



o or @ (L. ad). To or at. 

A. or Ans, Answer. 

A i. First Class. 

Acc,^ Acct.i or %. Account. 

Acct. Cur» Account Current. 

Acct. ScUes. Account of Sales. 

AgL Agent. 

Admr. Administrator. 

Admx. Administratrix. 

Adv, Advertisement ; Advocate ; Adyent ; Adverb. 

Ala, Alabama. 

A. M. (L. Artium Magister) Master of Arts. — (L. Ante 

Meridiem) Before noon. — (L. Anno Mundi) In tiie 

year of the world. 
Am.^ Amer, America; AmericaiL 
AnU. Amount. 
A}ie. Answer. 
App. Appendix. 
Apt: April. 
Ariz. Arizona. 
Ark. Arkansas. 
Af^s^d. Assorted. 
Asist. Assistant. 
Aug. August. 
Bal. Balance. 
Bolt. Baltimore. 
B.B. Bill Book. 
BU. or brl. Barrel, BarrelBL 
BdU. Bundles. 
Bg9. Bags. 

B. I. British India. 
Blc. Bank ; Book. 
Bids. Baskets. 

^/l Bill of Lading. 

Blk. Black. 
Bis. Bales. 
Bot. Bought 
Bro't. Brought 

B/s Bill of Sale. 

Bu. BusheL 

Bs^ Box or Boxes. 

c Cents. 

c/o Tn care of. 

Col. California; Calendar. 

CapU Captain. 

Cash. Cashier 

C B. Cash Book. 

C. H. Court- House ; Custom-House. 
Cks. CaskH. 

Clk. Clerk. 

Co. Company; County. 

C. O. D. Cash (or Collect) on Delivery. 

Coll. College ; Collector ; Colleague. 

Colo. Colorado. 

Con. (L. contra) Against ; In oppositioa 

Conn, or Ct. Connecticut 

Cor. Sec. Corresponding Secretary. 



Cr. Credit ; Creditor. 

Ct. Connecticut; Count; Court 

Ct. or ct. Cent — (L. Centum) A hundred. 

Ct8. or ct8. Cents. 

Cwt. or cwt. (L. Centum^ 100, and £. weight) A hundred- 
weight 

2>. B. Day Book. 

/>. C District of Columbia. — (It Da Capo) Again of 
From the beginning. 

Dec December. 

Del. Delaware; Delegate. 

Dopt. Department; Deponent 

Dft. or c(ft. Draft ; Defendant 

Disct. Discount 

Div. Dividend ; Division ; Divide ; Divided ; Divisor. 

Do. or do. (It Ditto) The same. 

Doz. or doz. Dozen. 

Dr. Debtor; Doctor. 

Dray. Drayage. 

ea. Each. 

S. and O. E, Errors and omissions excepted. 

Ed. Editor; Edition. 

E. E, Errors excepted ; Ells English. 
e.g. (L. exempli gratia) For example. 
Esq. or Esqre. Esquire. 

Etc.^ etc. J or Ac (L. et cmterij catero^ womtem,. And 

others ; and so forth. 
Exch. Exchequer; Exchange. 
Exec, or Exr. Executor. 
Execz. or Ex'^7^ Executrix. 
Exp. Export; Exporter; Expense. 
Feb. February. 
Fir. or fir. Firkin. 
Ifla. Florida. 
Fo. or Fol. Folio. 

F. O. B. Free on Board. 
Fo'^d. Forward. 

FrH. Freight 

Ft. Of ft. Foot; Feet ; Foit 

Fth. Fathom. 

Fur. OT fur. Furlong. 

Oa. Georgia. 

Gal. or gal. Gallon ; GalloDS. 

€fr. or gr. Grain ; Grains. 

Sdkf. Handkerchief. 

Hf. chU. Half Chests. 

Mhd. OT hhd. Hogshead. 

Son. Honorable. 

Bund. Hundred. 

la. Iowa. 

/. B. Invoice Book. 

Ida. Idaho. 

I.e. or i.e. (L. Id est) That i& 

HI. Illinois. 

In. Inch ; Inches. 

Ind. Indiana; India; Indian; Indes. 

Ind. T. Indian Territory. 

Ins. Insurance. 
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Intt, Instant, — In the pteaent month. 

/fit or int. Interest 

In trans. (L. In transitu) In the passage. 

Inv. Invoice. 

InvH, Inventory. 

/. O. CT. I owe yoQ — an acknowledgment for money. 

*^/a ^^^^^ account. 

Jan. January. 

t/r. Junior. 

Kan. Kansas. 

Kg. Keg. 

Ky. Kentucky. 

L.y lb., or lb. (L. Libra) A pound in weight 

L., I., or £. A pound sterling. 

La. Louisiana. 

Lat. or lat. Latitude. 

L/\» Letter of Credit 

Led. Ledger. 

L. F. Ledger Folio. 

L. S. Left side. — (L. Locus Sigilll) Place of the Seal 

Man. Manitoba. 

Manuf. Manufacture ; Manufacturer. 

Mar. March ; Maritime. 

Mass. Massachusetts. 

Md. Maryland. 

Mdse. Merchandise. 

Me. Maine. 

Mem. Memorandum. 

Messrs. or MM. (F. Messieurs) Gentlemen ; Sirs. 

Mich. Michigan ; Michaelmas. 

Minn. Minnesota. 

Miss, Mississippi. 

Mme. Madame. — Mmes. Me6dame& 

Mo. Missouri. 

Mo. or mo. Month. 

Mon. Monday. 

Mont. Montana. 

Mr. Master, or Mister. 

Mrs. Mistress, or Missia 

MS. Manuscript. MS8. Manuscripts. 

jy. A. North America. 

JV. B. New Brunswick. — (L. Nota Bene) Note well, or 

take notice. 
N. C. North CaroliniL 
N. D. North Dakota. 
Neb. Nebraska. 
Nev. Nevada. 
N. F. Newfoundland. 
X. H. New Hampshire. 
N. J. New Jersey. 
N. Mez. Mexico. 
No. or t (L. Numero) Number. 
Nov. November. 
N. P. Notary Publla 
N. S. Nova Scotia. 
N. T. New York. 
O. Ohio ; Old. 
%. Per cent. 
Oct. October. 
0. K. All Correct 
Ont. Ontario. 
Oreg, Oregon. 
O2;. or oz. Ounce or ounces* 



P. or p. Page; Pint; Pole; Part. 

Pa. or Penn. Pennsylvania. 

Pa^.' Payment 

Pd. Paid. 

Per an. or per an. (L. Per annum) By the year. 

Per cent., per cent., Per c<.» or per ct. (L. Per centum) 

By the hundred. 

Pk. or pk. Peck. ^ 

Pkg. Package. 

P. M. Post-Master. — (L. Post Meridiem) After-noon. 

P. O. Post-office. 

P. 0. D. Pay On Delivery. 

P. 0. 0. Post-Office Order. 

pp. Pages. 

Pr. orpr. (L. per) By. 

Prem. Premium. 

P. S. (L. Post scriptum) Postscript 

Pes. Pieces. 

Pub. Public ; Publisher. 

Pwt. or pwt. Pennyweight 

Qr. or qr. Quarter (28 pounds) ; Quire. 

Qt. or qt. Quart ; Quantity. 

Becd. Received. 

Bet^d. Returned. 

B. I. Rhode Island. 

B. B. Railroad. 

$. Dollar ; Dollars. 

S. A. South America ; South Africa. 

Sat. Saturday. 

S. B. Sales Book. 

S. C. South Carolina ; Small Capitals^ 

S. D. South Dakota. 

Sec. Secretary. 

Sep. or Sept. September. 

Shipt. Shipment 

Sr. Senior. 

S. S. Steamship. 

St. Saint; Street; Strait 

Sun. or Sund. Sunday. 

Sunds. Sundries. 

Supt. Superintendent 

Tenn. Tennessee. 

Tex. Texas. 

Thurs. Thursday. 

Treas. Treasurer. 

Ult., ult., or ulto. (L. UHimo) Last, or of the last month. 

U. S. A. United States of America ; United States Army. 

U. S. M. United States MaiL 

Ut. Utah. 

Va. Virginia. 

Vice Pres. Vice President 

Viz. or viz. (L. Videlicet) Namely ; To wit 

Vol. or vol. Volume. 

Vt. Vermont. 

Wash. Washington. 

Wed. Wednesday. 

W. L West India ; West Indies. 

Wis. Wisconsin. 

Wt. or V3t. Weight 

W. Va. West Virginia. 

Wyo. Wyoming, 

Y. or Yr. Year. 

Yd. or yd. Yard. 
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